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... use the 
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All Electric Typewriter 
ever built 





All eyes are on this 
exciting, fast-writing, 


UNDERWOOD ALL ELECTRIC! 


Most Atheanced exign and Style 


more beautiful than ever... 
perfect in every w ay! 


Mest Atanced Margin Set 


electrically ...from the keyboard. 
What a convenience! 
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..scientifically designed 
to minimize 
finger reach! 
Mes: Athanced Key Tops a 
. new ... Finger-Flite z 
... for comfort, speed, VS, 


and smooth. ZH 
s-m-o-o-t-h touch! {> 
~ 5 Mest Atheancod 


/ Functional Keys 

. color-controlled 
... for ease and 
accuracy. 
A big advantage! 


Seales and Indicator 
... for instant paper 
centering, heading 
centering and 
carriage positioning. 
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And it’s More Beautiful >’ 
than ever! 
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S Yes, Underwood leads again! 
« Leads in all the basic features that en- 
courage speed. accuracy and ease of typ- 
ing! Leads in bringing you the Most 
Advanced All Electric Typewriter ever 
built! 
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Get a demonstration from your local 
Underwood representative . . . and see 
for yourself! 


Underwood Corporation 
Typewriters . .. Adding Machines . . . 
Accounting Machines . . . Carbon 
Paper ... Ribbons 

New York 16, N. Y. 


Underwood Limited Toronto 1, Canada 


One Park Avenue 





! Sales and Service Everywhere 


Copyright—Underwood Corporation 
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COVER STORY 


This month THE SECRETARY salutes the 
more than 25,000 employees in the nation’s 
gigantic bottling industry, suppliers of an in- 
numerable variety of glass containers: milk 
bottles, jelly glasses, beverage bottles, medici- 
nal containers, cologne and perfume bottles, 
ad infinitum. 


From 1899 to the present the value of the 
glass bottling industry’s product has increased 
approximately ten times. World War II 
served to speed production, when defense re- 
quirements demanded the substitution of glass 
for urgently-needed tin resources. 


One of the most famous of all manufac- 
tured bottles is the one which is known the 
world round with the slogan, “pause and 
refresh.” And it is to a secretary with the 
Coca Cola Company’s Atlanta branch that we 
pay special tribute on pages 12 and 13 in 
this issue. Here’s to you, Mrs. Inez Theos. 


The Secretary 
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The Great Northnest 
Vacation Land 


by MARY MEDFORD 
Southeastern District Member 
Convention Committee 


It’s Seattle For Me In July ’53 


i make this our motto and work toward it as we 
have never worked before. We want the 1953 Convention, 
which definitely promises to be the BEST yet, to also be 
the BIGGEST. To make it the biggest you must be there. 
The 1953 Convention and the most wonderful vacation you 
ever had can be rolled into one, both holding memories of 
a never-to-be-forgotten “story-book vacation.” 

Seattle offers superb views. In the distance, to the west 
and to the east, tower the jagged, snow-tipped Olympics 
and Cascades. 

With one of the world’s best natural harbors, Seattle is 
fast becoming a seaport of world importance. The city has 
spent millions of dollars on harbor improvements, the most 
notable an 81-mile canal connecting the salt-water harbor 
with lakes Union and Washington. 

Seattle boasts two large airports and two central railroad 
depots. With connections to all the nation’s major air, rail 
and bus lines, Seattle is on the “main stem” of U. S. travel. 

Seattle is also the most important manufacturing city in 
the Pacific Northwest, with ship-building one of the lead- 
ing industries. It is the greatest marketing center of the 
Northwest for fruit, vegetables, and dairy products. It is 
the base of supplies for the logging camps, lumber mills, 
and mines of Washington, Alaska and the entire north- 
western territory. 

Seattle was named for an Indian chief, where the first 
white settlement was made in 1852—just one hundred years 
ago. Washington State will celebrate its territorial centen- 
nial in 1953. 

The City of Seattle boasts 45 parks, one of these the 
beautiful Volunteer Park on Capitol Hill. Within the park 
are an observatory, the Seattle Art Museum, lovely formal 
gardens, and greenhouses. 

The University of Washington has a beautiful 582-acre 
campus. It’s Arboretum, covering 54 blocks in the heart of 
the city, has over two thousand varieties of shrubs and trees 
from all over the world. 

The Lake Washington Floating Bridge, stretching from 
Seattle to Mercer Island, is a tourist attraction of great note. 
A mile and a quarter in length, it floats on the surface of 
the lake! 

“Ye Olde Curiosity Shop,” a world famous waterfront 
attraction of Seattle, is said to be one of the most interest- 
ing spots in the city. Here you can see the Lord’s Prayer 
carved on a grain of rice, and hundreds of other curios from 
every corner of the globe. Another attraction of the city is 
Smith Tower, tallest building in Seattle. 

There are a number of interesting trips by ferry to the 
Puget Sound country. Take your choice of seeing beautiful 
Deception Pass State Park, Washington State Pheasant 
Farm and Fish Hatchery, Whidbey Island Naval Base, Bain- 
bridge Island, Bremerton Naval Yard, and 172 beautiful 
San Juan Islands, Sidney (gateway to old-world Victoria), 
the azure blue waters of Hood Canal, Discovery Bay, Olym- 
pic National Park and Quinault Indian Reservation. 

(continued on page 11) 
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Dear Editor: 


The new THE SECRETARY is really superb—and that 
lush Lobster Newburg dinner menu in the October issue 
certainly glamorized our holiday entertaining. 

My wife, Jill, received compliments galore and the 
Kaletsch menage is very grateful to THE SECRETARY. 

Let's have more of this special feature. 

Jack Kaletsch 
Pittsburgh 


Dear Editor: 


THE SECRETARY gets better and better and I look 
forward to receiving it every month. I sit down and read it 
from cover to cover the very day it arrives. 

Frances Smith, President 
Santa Monica Chapter, 
Santa Monica, California 


Dear Editor: 


I am so proud of THE SECRETARY! I show it to all 
my friends, relatives, boss, et al! I have heard many compli- 
mentary remarks from the members of our Chapter, such 
as: “I read it from cover to cover the day it comes.” You 
certainly can keep up with what’s new in the secretarial 
field by reading THE SECRETARY— it has just every- 
thing. 

Virginia Anne Townsend, President 
Chattanooga Chapter, 
Chattanooga, . Tennessee 


Dear Editor: 

As a charter member of our Chapter, I have always rec- 
ommended THE SECRETARY, but after the recent issues 
can definitely say with pride, “We have a wonderful na- 
tional magazine, which will fill in many gaps in our pro- 
fessional and personal lives.” 

Dorothy O'Rourke, President 
Valley of the Sun Chapter 
Phoenix, Arizona 


An article featuring the CPS Institute will appear in the 
March issue of OFFICE MANAGEMENT AND EQUIPMENT. 
Watch for it! 


The Secretary 

















THE TYPISTS “PAL” 


The Erasaguard COMPLEMENTS the function of the ERASER. 
With it you can cleanly REMOVE all trace of errors. 
SAVES enough TIME in ONE DAY to pay for itself. 


SHE DOES MAKE MISTAKES 





Smooth Aluminum surface to erase against 
on both original and carbon forms. 

Curved surface exactly conforms to curved 
platen. 

Just place it behind the sheet you wish to 
erase from. 

Instantly allows letters to be set up by su- 
pervisors as measurements conform to type 
spacing. 

Supplied for Elite or Pica type. 

Edges do not slip on paper so can be used 
for drawing with a pen and positively no 
blotting. 

e 

Many letters confirm that the Erasaguard 
is indispensable for efficiency. One Secretary 
writes, “I used Erasaguard for several months 
in an office where I was formerly employed 
and now I find it difficult to get along efh- 
ciently without one. | would like to purchase 
one or two. Is there a dealer in this territory.” 

* 

The Erasaguard is a positive necessity on 

every Typists’ Desk. 





But She Says “This Erasaguard makes 
erasures so Easy that It’s My Real Pal” 


Sold only by Kee Lox Mfg. Co., Rochester, N. Y., and Branches. Patent 22600089. Price $4.20 per dozen, but you 
can have one for yourself by sending 35c U. S. Stamps with the attached Coupon. Not over two on any one coupon 
at this price unless one dozen or more is ordered. 





You need a PAL? 








[ 
BE HAPPY | KEE LOX MEG. CO., ROCHESTER 1, N. Y. SEC | 
With a REAL ONE Please send Dozen ERASAGUARDS Pica O71 Elite (] ; 
e Enclosed is U. S. Stamps. } 
Send Coupon at Once | Send to . 
THANKS , Street | 
a City State | 
You will thank us too! | Signed by | 
sissies ses ci i,k sa a le clk i et ae call ad eal ». 
Three 


The Secretary 

































Miss Garrison leads her prize-winning colt, Zepharan, 
now nearly two years old, into his trailer to be trans- 
ported to the state fair grounds in her home city. His 
training includes working out in that arena in prepara- 
tion for future shows. . 
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by ANGELA M. ZACH 


Time out for a buss in his stall 
while being curried and 
combed. Miss Garrison swears 
her Arab colt, Zep (short for 
Zepharan), when he’s in an af- 
fectionate mood, is harder to 
handle than any date. 


a CoLtT WINS ALL-ARAB SHOW” read a head- 
line in an Oregon paper in June, 1951, and thereby hangs 
a tail—or as some would say, a bangtail. 

Private Secretary Carol Garrison, who owns the colt, 
walked from the judge’s stand clutching her colt’s halter in 
one hand and the coveted first place trophy in the other. 
This was tangible encouragement for the young woman 
who is acquiring stock for a horse ranch as fast as her 
salary will permit and breeding will produce them. 

The salary with which Carol supports her steeds is paid 
by the State of Oregon. She is private secretary to Mr. C. H. 
Maison, manager of the accounting division in that state’s 
highway department. From 8 A.M. to 5 P.M., Monday 
through Friday, she handles highway correspondence and 
construction specifications. After 5 P.M. and weekends, she 
handles horses. 

(continued on page 28) 


The Secretary 











Successtul Secretaries prerer micRomMetRIc CARBON PAPER 


“The scale edge on Webster's 
Micrometric Carbon Paper 
.is essential in producing 

well-balanced correspondence 

and reports” 

... says FRANCES DOWNS 


Secretary to Mr. Smallwood 
President of 
Thomas J. Lipton, Inc. 
Hoboken, New Jersey 





Mrs. Downs is one among the many outstanding secretaries who mean 
have discovered how much time and trouble are saved by 
Webster’s Micrometric. The exclusive scale edge takes all 
the guesswork out of letter placement by telling you at a 
glance exactly how many lines of typing space you have 
left on any page. 





Think of the tiresome re—typing chores that come from 
"running over" — gone forever, thanks to Micrometric! The 
scale edge helps, too, in keeping your fingers clean and 
your papers unsmudged when you remove carbons. 


Important offices all over the country are using Micrometric. 
There’s a weight for every need. Write for a free sample on 
your company letterhead. Please specify make of typewriter 
and number of carbons usually made. Address: 


F.$. WEBSTER COMPANY 


9 Amherst Street, Cambridge 42, Mass. 











Secretarial Success or Failure 


through proper emotional adjustment 


| Dick Tra- 
cy, the comic strip 
Sherlock Holmes, 
playing a leading part 
in any secretary's suc- 
cess or failure on the 
job. Well he did! A 
certain attorney had 
a mania for discuss- 
ing the latest adven- 
ture of the Chester 
Gould detective each 
morning; but his six 
secretaries in an equal 
number of months 
never cared to talk 











in detail with him about the sleuth’s latest accounts. As a 
result he went through each day in a foul mood. Finally one 
girl was employed who grasped this idiosyncrasy of her 
boss and solved it by reading the morning paper's comic 
section. Ingenuity? Hardly, just practical sense on how 
important a part her boss’ emotions played in making his 
day smooth and her job successful. 

Educator Dr. Dorothy Finkelor cites this and many other 
cases of emotionally mature thinking secretaries in a series 
of articles now in preparation entitled, “The Dumb Sten- 
ographer Talks Back.” Having spent over 20 years teaching 
young women to be the successful secretaries of tomorrow, 
she found that one of the most important things a young 
woman must do in starting into business life is to adjust to 
her work, people and situations so that she will be efficient 
on her job. 

This subject was discussed in her latest book, How To 
MAKE YOUR EMOTIONS WoRK FoR YOU. 

Secretaries, 150 of them, served-up these facts for Mrs. 
Finkelor’s doctorate thesis by keeping daily diaries of their 
office routine for nine weeks. These women, all graduates 
of Dr. Finkelor’s Business Training College, wrote their 
daily problems and solutions into diaries which were in 
turn picked apart to see just how each girl adjusted, or 
failed to adjust, to the problems confronting her in every- 
day business. 

People can be hampered in their daily work routine if 
they are not resourceful, understanding of themselves, their 
associates and their bosses. Take the case of the girl who 
corrected the boss’ grammar in a letter. He had dictated, 
“we the manufacturer is,’ and she made it “are.” He was 
indignant that she should challenge his grammar, but she 
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held the letter till the following day when he had had time 
to check with an authority and then acknowledged that she 
had been right. 

None of us is “sufficient unto himself.” Others are de- 
pendent on us, and we in turn must be agreeable to this 
interdependence just as this secretary and her boss were. 
This understanding must carry over into life outside the 
office as well, the author says. 

One of the most outstanding examples of this working 
interdependence of personalities in the book deals with a 
story told about Albert Einstein who was going to visit 
some people, and would be away from home for a period 
of time. Arriving at his host’s home, he gave the hostess a 
note written by Mrs. Einstein. She simply asked her hus- 
band's hostess to provide him with certain things which he 
was likely to forget even though they were necessary for 
his personal well being. 

It didn’t hurt his character, Mrs. Finkelor pointed out, 
and it enhanced his wife's for she had taken it upon herself 
to see that he was properly provided for. He in turn wisely 
accepted this dependent relationship, understanding that it 
made his life a fuller one. 

With 18 years’ experience in bookkeeping and steno- 
graphic work prior 
to starting her school 
for secretaries, the 
author is even more 
convinced that “top 
secretaries make ex- 
cellent wives, just as 
Mrs. Einstein, be- 
cause they can juggle 
things that go on 
within a man’s work- 
a-day life. But to be a 
top secretary you 
must understand 
yourself, be practical, 
learn not to make 
the job your whole life. Get outside interests.” 

















To do this you must have real enthusiasm for your work, 
said Mrs. Finkelor, and cited the case of a girl trained for 
secretarial work who came searching for employment 
through the school’s placement service. This young woman, 
although possessing a good scholastic record, had an indif- 
ferent attitude as to the type of employment she really 
wanted, (continued on page 29) 


The Secretary 





They dont call me’ 





1. “It wasn’t my looks that gave me the nickname around 
the office, but it was because | got the filing all bolloxed up 

. what between answering the telephone, transcribing, and 
taking dictation from a modern Daniel Webster—the Boss. 





3. “‘It took about three shakes of a lamb’s tail to learn to 
operate the thing, and from then on in my path was covered 
with roses, for work flowed out of me—yes, little me—like 
water off a tin roof in April, and brother was it simple to do! 


Get ahead faster. Have more time for extra work that pays off in a bigger 
salary. Do better work—easier. Find out about TIME-MASTER. Clip the coupon. 





DICTAPHONE 


CORPORATION 


Greatest name in dictation 








IT’S AND 


'@ saip— DONE! Pity 
ee 


4 é -. \ 


(le- 








BUTCH"any more! 
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2. “Then, they moved in on us with some of these new 
dictating machines, Dictaphone TIME-MASTER, and I thought 
my goose was surely cooked but good. And at that point, was 
I wrong or was I wrong? Zowie! 












4. “Now, they’ve changed my name to ‘Little Lightning,” 
the filing and telephone-answering get done quick. I get 
away at five o'clock every night, and best of all, the Boss 
said—guess what? Yes, that’s it. Next pay check.” 


Clip coupon now! 


Dictaphone Corp., Dept. T33 
420 Lexington Ave., N. Y. 17, N. Y. 


Please send me my copy of ‘‘Letter Perfect.” 


Name 
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Street Address 
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City & Zone 
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accounting, ,y. 


simplified for 
the busy secretary 


Tips on Minimizing 
Income Taxes 


In the February, 1953 issue we told you a little bit about 
the more common income taxes and reports. This month 
we will try to tell you how secretaries can reduce their in- 
come tax bill by taking advantage of certain provisions of 
the tax laws. If you have not already done so, you should 
go to your local income tax office and obtain Form 1040 
and the instruction sheets furnished by the Government. 
This form is fairly clear on what must be included in gross 
income. There are three principal groups of items which 
you are allowed to subtract from your income to arrive at 
the amount subject to income tax: 

(1) Exclusion or non-taxable income 

(2) Exemptions 

(3) Deductions 

There is another category which might be classified as 
items of income that are taxed on a special basis or are 
partially tax exempt. 

The most common type of non-taxable income is perhaps 
the proceeds of life insurance policies paid to the tax- 
payer because of the death of the insured. This is true 
even if the insured is murdered (although we do not rec- 
ommend this as a method of saving income taxes). Another 
common type is benefits received under workmen’s com- 
pensation laws for personal injuries or sickness. Remember, 
these payments do not even have to be listed on the tax 
return. Other types of non-taxable income are shown in 
Chapter 9 of the Government manual mentioned in last 
month's issue of THE SECRETARY. 

Exemptions theoretically grant the taxpayer a $600 al- 
lowance for living expenses for each person dependent 
upon the income reported in a particular return. The name 
of each such person must be listed on Page 1 or on Sched- 
ule 1 on Page 2. If minor children earn $600 or more, they 
may not be listed as dependents even though they received 
more than one-half of their support from you. 

Therefore, you may be horrified to find yourself talking 
Junior into quitting a well-paying summer job. For ex- 
ample, assume he could earn $650 for the season and your 
effective rate is 34%. It would be worth $204 to you to list 
Junior as an exemption ($600 x 34% ). If Junior quit after 
he had earned $599, your family gross income will be re- 
duced $51 but your overall savings would be $153 ($204 
— $51). Social Security benefits and disability payments 
received by members of the armed forces do not have to be 
included in calculating the $600 received by a dependent. 
* Deductions are the biggest class of items which will en- 
able you to reduce your tax. Some of these which may be 
overlooked by a salaried or professional secretary or stenog- 
rapher are as follows: ; 
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by MARY ANN STROTHMAN, C.P.A. 


(1) Salary or wage deductions for unemployment, or 
sickness insurance taxes in some states, such as Ala- 
bama. Similar deductions are allowed in California, 
New Jersey and Rhode Island if not voluntary. 
However, Federal Old Age Benefit Contributions 
are not deductible by the employee. 

Initiation fees and labor union dues. 
Unemployment benefit assessments paid to labor 
unions. 

(4) Fees paid to employment agencies who helped you 
to get a job or jobs. 

(5) Fidelity bond premiums paid by you if required for 
your employment. 

(6) Dues to clubs or associations you are required to 
join to hold your job. 

(7) If you are in business for yourself, there are many 
other deductions available to you such as the cost 
of attending meetings or conventions of your pro- 
fessional group. In this case, however, you should 
use separate Schedule C, in which all of your ex- 
penses such as salaries, rent, interest, taxes, etc. are 
itemized. Schedule C also includes Schedule Ca for 
reporting self-employment (Social Security) tax. 

If you sell your personal residence (which you owned 

more than six months) at a profit, you are generally not 
required to pay a tax on that profit if you reinvest the pro- 
ceeds in another residence within twelve months. If you do 
not reinvest the proceeds, the tax on the gain (called long- 
term capital gain) is subject to a maximum 26% rate. 

Some interest on United States Government obligations 

is exempt from income tax, some is partially exempt, and 
some is fully taxed. Generally interest on Government obli- 
gations issued after March 1, 1941 is fully taxed. If you own 
government obligations issued before March 1, 1941, check 
with your local income tax office to find out whether the 
interest is fully exempt or partially exempt. If you own 
Series E bonds, you have the option of paying the tax on 
the interest as it accrues each year or waiting: until you 
cash in the bond. (continued on page 21) 
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STATE MEETINGS 


Northeast —Haddonfield, New Jersey 
Time: March 14 
Place: Tavistock Country Club 


Northeast —Beaver Falls, Pennsylvania 
Time: April 24 through 26 


Place: Hotel Brodhead 
NATIONAL CONVENTION 


Northwest—Seattle, Washington 
Time: July 15 through 18 








Why 

| - Buckeye Ribbons and Carbons 
like the first breath of Spring 4 
Cause they signal bright sunny days 

ahead ve matter how tough some Jobs may be/' 


I'll have a bright sunny smile for you 


and serve as your doggy paperweight, 
too. Simply write for me on your 
company letterhead and--- sac/vde 
the name and address of the 
dealer where you'd like fo buy — 


Buekeye Ribbons and Carbons 
7211 St.Clair Ave., Cleveland 3, Ohio 
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Unsurpassed for ink 

or typewriter 

erasures! Always 

a sharp erasing 
point at your finger- 
tips! Simply peel 
paper back! No 
pencil sharpener 
needed! Saves time 
..money! Get a 
stock for your 
office today! 
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Pictured at a recent CPS Institute meeting in Chicago are, 


reading from left to right: 


Mrs. Gladys Bauer, NSA, Santa 


Monica, California; Dr. Albert Fries, UCLA, Los Angeles, Cali- 
fornia; Gertrude E. Birkman, NSA, Houston, Texas; W. T. 
Turquand, Underwood Typewriter Company, New York; Mrs. 
Kay B. Wareham, Dow Chemical Company, Midland, Michi- 
gan; Dr. Irene Place, Past Dean CPS Institute, University of 
Michigan, Ann Arbor, Michigan; Mary Barrett, National Presi- 
dent, NSA; Dr. Estelle Popham, Dean of Institu:e, Hunter Col- 
legc, New York; Alicia Cogan, NSA, New York; Harold Dick- 
hut, Stivers Service, Chicago, Illinois; Dorothy Bentley, NSA, 
Lansing, Michigan; Dr. Dorothy Veon, Associate Dean, Penn 
State College, State College, Pennsylvania; Robert Slaughter, 
Vice President, McGraw-Hill Publishing Company, New York; 
Dr. Ruth Anderson, Texas Christian University, Fort Worth, 


Texas. 


Acree, Jeanne 
Columbus 16, Ohio 
Adamek, Rosalee 
Dearborn, Michigan 
Alderson, Bernita 
Auburn, IIlino’s 
Allen, Christine K. 
Detroit 26, Michigan 
Anderson, Edna Ruth 
Houston, Texas 
Atkins, June 
Baltimore 21, Md. 
Bartley, Melva 
South Pasadena, Cal. 
Beck, Helen E. 
Cumberland, Md. 
Reever, Dorothy M. 
Lincoln, Nebraska 


Te. 


Bielic, Sarah K. 
Niagara Falls, N. Y. 
Blanchard, Virginia ( Mrs.) 
Chattanooga, Tenn. 
Britnell, Dorothy A. 
New York 32, N. Y. 
Bruewer, Josephine ( Mrs.) 
Cincinnati 7, Ohio 
Bucciero, Anne R. 
Detroit, Mich. 
Bucher, Elizabeth A. 
Rocky River 16, Ohio 
Camara, Dorothy 
Glastonbury, Conn. 
Carotta, Dorothea 
Milwaukee 2, Wisc. 
Chamberlain, Shirley 
San Francisco 18, Calif. 


Champney, Janet B. 
Rochester 9, N. Y. 
Charlet, Pearl E. 
Chicago, Illinois 
Chiles, Mary R. 
Gatlinburg, Tennessee 
Christy, Rita M. 
Gaspee Plateau, R. I. 
Clayton, Marion E. 
Hartford, Conn. 
Conway, Hannah 


Ensley Sta., Birmingham 8, Ala. 


Cook, Edith E. 
Chicago 14, Illinois 
Cooney, Helen T. 
Framington, Mass. 
Corsillo, Gretchen peaeel 
Cleveland 6, 
Cory, Mildred F. 
Tampa 2, Florida 
Coyel, Vivian 
Houston, Texas 
Dalgarno, Ann M. ( Mrs.) 
Fair Lawn, 3. 
Davenport, Nettie 
Chicago, Illinois 
DeNise, Wilda M. 
Houston, Texas 
Denny, Mrs. Dane P. 
Jackson, Miss. 
Dever, Madeleine E. 
Philadelphia, Pa. 
Dickson, Mariane 
Memphis State College Center 
Dormaier, Olinda 
Washington, D. C. 
Draper, Annis J. 
Peoria 5, Illinois 
Dunlop, Gwendolyn 
Plymouth, Michigan 
Entrop, Mabel M. 
Seattle 5, Wash. 
Eppinga, Augusta 
Grand Rapids, Michigan 
Fife, Muriel 1. 
Willow Springs, Missouri 
Fill, Fornia E. 
Detroit 24, Michigan 
Fox, Lucille M 
Brewerton, N. Y. 
Froistad, Jenevie O. 
St. Paul, Minnesota 


Giles, Greta 

New York 21, N. Y. 
Gregg, Doris 

Fort Worth 7, Texas 
Griffith, Fay E. 


Niagara Falls, N. Y. 
Groff, Mary E. 
Hagerstown, Md. 
Hansen, Hazel 
Houston, Texas 
Hazelton, Evalyn M. 
Detroit 3, Michigan 
Hutchinson, Joyce 
New Haven, Conn. 
Jaenicke, Kathryn C. 
Evanston, Illinois 
Jascoviak, Helen M. 
Evanston, Illinois 
Jennings, Margaret M. 
Brooklyn 29, N. Y. 
Jerich, Hilda 
Denver 3, Colorado 
Johnson, Joy F. 
St. Paul, Minnesota 
Johnson, Loraine 
Moline, Illinois 
Johnstone, Janet E. 
Philadelphia 11, Pa. 
Kaye, Lilyan H. 
Chicago 26, Illinois 
Kempe, Ethel C 
Eugene, . 
Kennett, Doris 
Waverly 79, Mass. 
Kerrigan, Ruth A. 
Highland Park, N. J. 
Lage, Irene W. ( Mrs.) 
Kansas City, Missouri 
Lambrecht, Marie A. 
Kenmore, N. Y. 
Larson, Elsie 
Jackson Heights, N. Y. 
Liptak, Irene 
Delawanna, N. J. 
Little, Flora L. 
Jackson, Miss. 
Long, Lillian E. 
Houston 12, Texas 
Lundblad, Dorothy G. 
Storrs, Conn. 
Malin, Lucille 
Cumberland, Md. 
Mattson, Lois N. 
Minneapolis, Minn. 


McDonald, Mary A. 

Seneca Falls, N. Y. 
McInerney, Ruth 

Rahway, N. J. 
McNeil, Isabella P. 

Brooklyn 17, N. Y. } 
Miller, Margaret J. 

ershey, Pa. 
Montoya, Sarah 

Los Angeles 63, Calif. 
Morrison, Helen 

troit 1, Michigan 

Mulhare, Anne M. 

Norwalk, Conn. 
Neher, Elizabeth S. 

Plainfield, N. J. 
Neill, Barbara L. 

Washington 17, D. C. 
Nutty, Gloria J. 

Peoria 5, Illinois 
Nyilas, Beatrice 

ibrary, Pa. 


A. 
Minneapolis, Minn. 
Parker, Patricia E. e 
Seattle, Wash. 
Pennock, Regina 
Seattle, Wash. 
Powers, Sarah 
Seattle, Wash. 
Rauchfuss, Virginia 
San Francisco, Calif. 
Reed, Barbara C. 
Crestw . = 
Reichow, Eleanor 
St. Paul, Minnesota 
Rhoads, Virginia ( Mrs.) 
Superior, Nebraska 
Rohrey, Margery 
New York 66, N. Y. 
Ross, Edna Lee 
Chattanooga, Ten 
Runnestrand, Phyllis. “(Mts.) 
Odessa, Texas 
Ruth, Ruth C. 
Kansas City 4, Missouri | 
Se. Clair, Juanita | 
Columbus, Ohio | 
Sainte-Marie, Henriette 
Long Island City 4, N. Y. 
Schillhahn, Janet M j 
San Francisco 2, Calif. | 
Schlumbohm, Mary L. 
Newtown, Conn. 
Shelton, Helen F. 
Richmond 28, Va. 
Sjodin, Helen E. 
Hillsdale, Mich. 
Snider, Frankie L. 
Washington, D. C. 
Soller, Alma F 


e i. 
Los Angeles 43, Calif. 
Sumrall, Vervyl B. 
Long Beach 10, Calif. 
Suvanto, Mary E. 
Colorado Springs, Col. 
Taylor, Marion 
orwalk, Conn. 
= Juanita 
Jackson, Miss. 
Treanor, Margaret 7 
Lansing 15, Michigan 
Underhill, Wanda ( Mrs.) 
Lake Jackson, Texas 
Van Valkenburgh, peed Ss. 
Columbus 1, 
Wallahan, Harriet 
Freeport, Ill‘nois 
Warrington, Margaret 
Houston 24, Texas 
Weatherford, Mildred 
Akron, Ohio Mt 
Weaver, Betty M. 
Athens, Ohio 
Welch, Sarash F. 
Fort Worth, Texas 
Wiles, Ethelyn L. b 
Tulsa, Oklahoma 
Willard, Gladys ( Mrs.) 
Washington 7, = & 
Williams, Lillivn ( Mrs.) 
Houston 5, Texas 
Wilson, Verla B. 
Long Beach 4, Calif. 
Wingerd, Margaret M. 
ew York 28, N. Y. 
Wirtanen, Helen V. 
Portland, Oregon 
Wilhelm, Virginia F. 
Pittsburgh 15, Pa. 
Zawiski, Rose Marie 
Lincolnwood 30, I 


The Secretary 


The Great Northnest 


Vacation Land 


(continued from page 2) 


Snoqualmie Falls, one of Washington 
state’s wonders, is easily accessible by 
excellent highway. It towers 267 feet 
high—100 feet higher than Niagara. 

A trip to Mount Rainier should be a 
“must.” It provides visitors with varied 
recreation and excellent resorts. Rainier 
is perpetually covered with snow and 
rises 14,408 feet above sea level in the 
center of Mount Rainier National Park. 
Washington offers its residents and visi- 
tors fifty state parks and two national 
parks. Fertile valleys support diverse 
agricultural enterprises; the streams, 
lakes and Sound abound in fish. 

Besides the scenic places in Washing- 
ton state, there are any number of inter- 
esting stop-overs which can be planned 
to or from the Convention. 

A focal point of interest in Salt Lake 
City is the beautiful Mormon Temple 
Grounds and buildings, located in the 
center of the city. The Tabernacle, 
world-famous for its remarkable accous- 
tic properties and huge pipe organ, is 
open to the public. Daily noon-day 
organ recitals can be heard there. On 
Sunday mornings there is a nationwide 
broadcast by the 320-voice choir. 

Nearby is great Salt Lake, the most 
mysterious body of water in the world 
and last remnant of an ancient sea (Lake 
Bonneville), which in the glacier period 
covered the western half of the state of 
Utah. 

A stop-over in Sun Valley, Idaho for 
one day might be planned to include a 
ski-lift ride and an evening barbecue at 
Trail Creek cabin. The two hotels, Sun 
Valley Lodge and Challenger Inn, to- 
gether with the Chalets and the Cottage, 
comprise the village—complete with 
general store, photo, gift and curio 
shops, drug store, post office, telegraph 
office, barber shops and opera house. 
(Hotel reservations should be made in 
advance ). 

A veritable American Switzerland, 
Yellowstone National Park in the north- 
west corner of Wyoming, is situated in 
the very heart of the Rockies. With 
many large hotels and public camps, it 
is an ideal visiting place for tourists. 

Washington state will be the vaca- 
tion of a lifetime, with the highlight— 
OUR NATIONAL CONVENTION, of 
course! 


The Secretary 
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See what the JINE-a-TIME 
Copyholder can do for you! 


Put a Line-a-time Copyholder behind your typewriter and listen 
to the “oohs” and “aahs”. .. watch what Line-a-time does for your 
typing speed, accuracy, comfort and convenience. 

Small wonder, for Line-a-time means “right before your eyes’ 
transcribing. No neck twisting, no eyestrain, no fatigue... just a 
smooth, rapid flow of work into your “out” box and that “fresh 
at five, glad to be alive” feeling! 

Line-a-time’s Trans-vue line guide underscores each line and 
lets you see ahead for penciled-in changes. The Space-celector 
provides single, double or “free-wheeling” spac'ng at a finger 
flick. The Turn-a-page Pocket makes pages easier to turn and hold 
in position. And Light-Condition'‘ng angles copy for maximum 
lighting and readability! Yes, you'll produce more than ever before 
and still be “alive at five”— with Line-a-time. 


Remington. Fkand. 


Remington Rand, Room 2669, 
315 Fourth Avenue, New York 10, N. Y. 


(— Please send me Line-a-time folder RSL 212. 
( Please arrange a FREE Line-a-time demon- 
stration in my office. No obligation, of course. 


? 


NAME 
FIRM__ 
ADDRESS 
ne: | Le 











A free copy of the descriptive 
Line-a-time folder is waiting for 
you. Send for yours today. 
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after 31 busy years, 
Atlanta Secretary 
finds time t 





MRS. INEZ THEOS 


, has said that the best way to judge a person's 
character is not by what they do for a living nor how they 
do it, but by how they use their spare time—when they 
don't have to do anything. 

By either test, Inez (Mrs. Paul) Theos, an executive sec- 
retary in the Atlanta office of The Coca-Cola Company, 
would rate highly. 

In her business career, Inez has had an interesting and 
enviable record of accomplishment. But she has also taken 
the time to participate actively in the civic, professional, 
religious and cultural life of Metropolitan Atlanta. 

Inez, a charter member of the Atlanta Chapter of NSA, 
to which several other Coca-Cola employees belong, has 
served as president of the Chapter, and was a delegate to 
the Association's national convention in 1952. 

Formal education may be a stereotyped experience for 
many children, but for Inez there was much variety. Her 
education really began “abroad,” when she visited Greece 
at the age of five. There she attended a country school 
located half-way up one of the mountains on Andros Is- 
land, the birthplace of her father. 

Returning from the old world, Inez attended the ele- 
mentary schools in Atlanta as well as the Commercial High 
School, where she was enrolled for three years of business 
training. During her high school career, she also studied at 
a Greek school, learning not only the language, but also 
Greek history, arithmetic, sewing and embroidery. Inez 
emerged from this stiff routine with, among other accom- 
plishments, a knowledge of Greek, French and Spanish. 


Twelve 


4 Ghenf, 


... ith her company’s product, 
and to enjoy a multitude 


of constructive actintttes. 


This linguistic ability was helpful in later years when she 
was asked to translate letters for her employer. The know!- 
edge has also been used musically, for Inez was selected to 
direct the music in Atlanta’s Greek Orthodox Church. 

When she was six years old, Inez began to study piano, 
and later extended her lessons to include organ, violin and 
voice. These activities have brought personal satisfaction in 
recent years, as she has directed church choirs in English, 
Greek and Arabic, has sung in several church choirs, and 
is a member of The Choraliers, an organization of Coca- 
Cola Company employees. 

Inez admits that she didn’t want to go to work—she just 
wanted to continue going to school—but after three weeks 





The Choraliers in mid-concert. Inez is third from right in top row. 
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Thirty-one years gan her job with the com- 
pany which eventuallggpe ma a component part of the 
Coca-Cola Company, f§BeeSsafted as secretary to the sale 
manager, and did so ‘s ling herself. Soon her 
became president of f “Duties handled by Inez 
cluded taking orders by feband mail, compiling 
reports, automobile expense gepen® and finameial reports, 
working with the budget, compe g a fesivads-and - 3 In the final analysis ithis 
pating in the remodeling of. a bull by suggesting “the have become connected wit 

rangement of the ladies” lounge. her first experience wi 
When she was a youngst 
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rier Official connection with 
the NSA has already been mefitioned. 
pefitting that Inez should 
P€oca-Cola Company for 
dduct came early in life. 
‘Operated a soda foun- 
irectly across the str “the former headquarters 
{ompany, and one of we: earliest memories is that 
ging carried in her father's arms, as he crossed the street 
ty his weekly supply of Coca-Cola. 










































At the time of the mergef;.her was appointed 
duction vice-president of the Coca&Cola Compa 
Inez remained his secretary. Actually, i it wasn’t a drastj 
change, except that her boss now traveled extensively 
Inez assumed additional responsibility in the, Atlanta "6th 


























Inez Theos has had a full and interesting life. And cer- 
tainly if one can, |. judge m. the past, her future looks 
bright. 








Today Inez’s position is classified as “Exeeuygim 
tary.” She says that even when work seems to be routing 
something new happens which offers a chalfengexto 
ingenuity. , 

It is probably in her hobbies that - finds hey tes 
means of self-expression. They are so , 
that they’ve become habits. Take ! 
In addition to her recordings»ef #GMA 
Inez has a record library of Pid 
she has access to the mag 
and New York, she chost@ieenaras 
great care. Records featuri@=aiaieals 
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interest in antiq fr id furniture. ~ 











e velvet tufted 
from the top of 


One of her g 
headboard 
an old c 

About ¥¢ 
build a how 
and holidays. 
“and it takes patienc®-#id@ nanv pay-days.” 
sure on her to finish the job, though, for her husband (a 
busy retail druggist) and her father can’t be induced to live 
on the farm because they want to be near their work. So 
the farm project remains just a hobby, but a satisfying one. 
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rding work,” she claims, 
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A practice session with the Choraliers. * 
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by HOWARD P. REUTER, Attorney at Law, 
Member of the Allegheny County Bar Association 
Pittsburgh, Pennsylvania 


for the secretary 


When a tenant makes improvements which cannot 
be removed without injury to the premises, he can’t 
remove those improvements later, for they become 
part of the building. Such improvements are termed 
“fixtures.” The usual test for a fixture is whether the 
item is “attached to the premises.” Hence the expres- 
sion, “the old girl has become a fixture.” 

This for some reason reminds me of the story of the high 
school girls who are wearing the dog collars. I am told that 
the collar is worn on the right ankle if the girl is available. 
It is worn on the left ankle if she has already been spoken 
for. It is said that men don’t bother with this custom—if 
a man looks like a dog, he’s already married. Anyhow, let's 
go on with our discussion. 


F. I. Kann rented office space and installed a $10,000 air 
conditioning system, consisting of duct works, pipes and a 
water unit, all of which were fastened to the building. Two 
years later Kann moved and began to take down the duct 
works. Ewell Knott, the renting agent, sought an injunction 
from the Court to prevent Kann from taking the air con- 
ditioning out. The removal of the air conditioning unit 
would have injured the building physically and the tenant 
could not lawfully remove it. The parties may, however, 
specify in the lease as to the right to remove fixtures. 


Cal E. Fornya leased a house from Miss Sippi and pro- 
ceeded to have metal radiator covers specially manufactured 
to fic over the radiators. When Fornya moved, Miss Sippi 
warned him to leave the radi- 
ator covers, saying, “They are 
part of the house; you had 
them specially made, and they 
will not fit anywhere else.” 
Fornya knew the covers were 
useless elsewhere, but took 
them to spite his landlady. 
Can Miss Sippi secure the 
covers or get damages? No, 
the radiator covers were not 
physically attached, so their 
removal did not damage the 
premises. 

The landlord, not the tenant, is responsible for taxes 
on the property, except where otherwise agreed. 








When a tenant leases property, he does so, subject to 
existing leases or encumbrances. 


Willie Wynne leased a home from Al Rennt for $200 
a month for five years. Wynne painted the whole house, 
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purchased expensive drapes and wall-to-wall carpeting. 
About a month later, E. Victor, who held a mortgage on 
the house, foreclosed on the mortgage and took the house 
over himself. Wynne could not prevent the foreclosure pro- 
ceedings because his lease was made after and subject to 
the mortgage. 


A tenant may assign or transfer his lease to another, un- 
less the lease prohibits subletting. If he does transfer, how- 
ever, the original tenant is still liable to the landlord for 
the rent. 


At the end of the lease the landlord may evict the tenant, 
hold him as a tenant for an 
additional period, or sue him 
for any damages he sustains 
as a result of his failure to 
move. If the tenant violates 
the terms of the lease, the 
lease may be subject to for- 
feiture and the tenant may be 
dispossessed prior to termina- 
tion of the lease; if the tenant 
gives up possession and the 
landlord accepts it, the tenancy 
is ended. Such surrender may 
be inferred from symbolic acts 
of the parties, as surrender and acceptance of the key. 


D. Generett leased a house from Emma Sohber for a 
period of two years. About a month later Emma walked 
into the house and saw empty whiskey bottles scattered 
about the house and the floors covered with ashes and ciga- 
rette butts. Although Generett owed no rent, he was so 
abashed and ashamed he tendered Emma the key, which 
she accepted, and he promptly moved out. Emma tried to 
rent the house, but failed. Three months later she asked 
Garrett for rent. Can she recover? No, she accepted pos- 
session and the lease ended. 


Today the problem of landlord and tenant is, not to an 
inconsiderable extent, affected by governmental regulation, 
especially with respect to ceiling rents and evictions. Be- 
cause of the existing housing shortage, the government has 
taken steps to prevent landlords from raising rents, or evict- 
ing tenants, without governmental approval. These regu- 
lations do not apply to business properties, however. 


The final units of study in Law for the Secretary are 
partnerships and corporations, which we shall. take up 
in the next several articles. 
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. .. you’d type with tireless ease and 
turn out more and beautiful work— 
because, instead of pushing the keys, 
you’d touch them, lightly—instead of 
“throwing”’ the carriage, the tip of your 
little finger would signal it smoothly to 
return—instead of striking harder to get 
carbon copies, you’d turn a little dial. 


Doesn’t your skill, too, deserve the 
many, many advantages of an IBM 
Electric Typewriter? 
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INTERNATIONAL BUSINESS MACHINES 


IBM, Dept. G 
590 Madison Ave., New York 22, N. Y. 


[ Please send illustrated folders on IBM Electric 
Typeuriters. 
C I’d like to see the IBM Electric Typewriter. 
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W tex springtime comes to Washington, D. C., this 
magnificent old city on the Potomac finds time to be young 
again. It is then that hundreds of thousands of Americans 
are drawn to their Nation's Capital to see, and to be a part 
of, our country’s most cherished symbol of the recurrent 
miracle of a reawakening earth—the blooming of the 
famous Cherry Blossom trees. 

With the appearance of these delicate pink blossoms, the 
spirit of mardi gras becomes the order of the day, and 
Washington's Cherry Blossom Festival proclaims to the 
world that the most important city on earth knows how to 
enjoy itself. 

Actually this most famous of springtime festivals has 
grown into a five-day round of spectacular pageantry. This 
year's Cherry Blossom Festival is scheduled for April 8 
through 12, when the blossoms themselves are most likely 
to be at the height of their glory. 

The festivities get underway on Wednesday evening, 
April 8, with a reception for the 52 Cherry Blossom prin- 
cesses representing all the states and territories. First public 
event on the busy Cherry Blossom calendar is a colorful 
illuminated parade on one of Washington's wide tree-lined 
thoroughfares. This is scheduled for Thursday evening, 
April 9. 

Held after dark, the procession includes gaily decorated 
floats, some of the nation’s leading bands, and famous 
marching units. The Cherry Blossom princesses head their 
states’ sections, many of them riding on floats which sym- 
bolically depict the spirit of the states they represent. 

Visitors to Washington should plan to visit the Cherry 
Blossom site at the Jefferson Memorial on Saturday or Sun- 
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The quiet dignity of the Jefferson Memorial is 
framed by the lovely Cherry Blossom trees around 
the Tidal Basin in the Nation’s Capital. 


day, April 11 and 12, when the traditional Cherry Blossom 
Pageant is presented. Featuring top performers from the 
entertainment world, the professionally produced show in- 
cludes music and dancing of almost every description, with 
the incomparable blossoms as a background. 

No admission is charged for this lavish production—nor 
indeed to any of the other Cherry Blossom Festival events. 

And the Blossoms themselves! In their own quiet way, 
these stars of the entire extravaganza, dominate the scene, 
and like all prima donnas, manage to keep the directors and 
producers on their toes. They make their grand entrance at 
their convenience—and the citizens of Washington must 
try to predict their whims of behavior months in advance. 

Actually, Cherry Blossom Festival officials have had more 
than 40 years to observe the eccentricities of their stars. 
Today, the timing is almost always perfect. Festival and 
blossoms are as one, each complementing the other, and 
blending into a breathtaking spectacle of beauty and page- 
antry. 

The whole production reaches its climax when the lovely 
National Cherry Blossom Queen, chosen by the spinning of 
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George Washington’s home, Mt. Vernon, Virginia, 
which is 15 miles south of Washington, D. C. 
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a gigantic wheel from among the States’ Princesses, steps 
forward to receive her crown. Many of the princesses are 
career secretaries, usually in their home states, but in some 
cases right in Washington. Those who work in Washington 
often have gone there to work for the greatest “boss” of 
them all, their Uncle Sam. 

Making the rounds of Washington's famous sightseeing 
attractions is a thrilling experience for all Americans, and 
the welcome they receive from the representatives of their 
government, from receptionists to Senators, is memorably 

heartwarming. This all-pervading friendliness is not by any 

| means confined to government personnel. It extends to the 

( City’s famous hotels and restaurants—to all of the people 
whose responsibility it is to see that the visitor leaves 
Washington with the feeling that “America's Hometown” 
has lived up to its nick-name. 

The budget-conscious businesswoman is in for a pleasant 





surprise when she surveys the cost-of-visiting in her Na- a ee 
tion’s Capital. First of all, most of the places she is likely to its re-opening, after the most extensive remodel- 

+o ing in its history, the Executive Mansion has be- 
want to visit are open to one and all at absolutely no cost, conte the Guest popular tighteciig emeacion in 
compliments of the United States Government. Washington. 
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news from the four corners of N. S. A. 


SOUTHEASTERN DISTRICT 
BARBARA G. WENDT 

4314 Twelfth Road South 
Arlington 4, Virginia 


Forty members, representing ten 
chapters, attended the North Carolina 
State Meeting on January 17, hostessed 
by O. HENRY CHAPTER (Greensboro). 
Elected officers (announced in the De- 
cember SECRETARY) were formally in- 
stalled by Mrs. R. Kenedy Harris, 
Greensboro attorney, who also acted as 
parliamentarian for the meeting. By- 
laws were adopted, dues set, and mem- 
bers from each chapter appointed to the 
State Board. The invitation of MOUN- 
TAINEER CHAPTER (Waynesville, North 
Carolina) was accepted for a State meet- 
ing next October. The Dictaphone Cor- 
poration, through Lee A. Simpson, local 
manager, was host at the closing open 
house on Saturday evening. 

* * * 


“Correct the little faults in human re- 
lations, and keep your friendships in 


repair,’ was the advice given to ROA- 
NOKE CHAPTER (Roanoke, Virginia) 
at its December meeting by Mrs. Ruth 
W. Preece, owner-director of the Cor- 
nett School of Business, Roanoke. Mem- 
bers of the chapter contributed their 
definitions of such terms as cooperation, 
tact, self-control and appreciation, and 
Mrs. Preece re-emphasized the impor- 
tance of these characteristics in demon- 
strating one’s interest in others. 


* * * 


ANNISTON CHAPTER (Anniston, Ala- 
bama) has accepted the challenge of the 
National Membership Committee and 
hopes to install a chapter in Huntsville, 
Alabama, this month. In addition they 
are working hard to have “every mem- 
ber get a member.” 


* * * 


The bosses’ wives were entertained on 
February 9 by EXECUTIVE CHAPTER 
(Washington, D. C.). Formal initiation 
of new members and a talk on “Women 
and Investments,” by Corinne F. Cohan, 
of the firm of Merrill, Lynch, Pierce, 





SPINDLETTE CHAPTER (Gastonia, North Carolina) rates exceptional kudos as being re- 
sponsible for making its city first in the United States to complete a Civil Defense infor- 
mation canvass and provide a file and card index on every Gastonia family. The chapter 
will also see that these files are kept up-to-date. First row, left to right, are: Gertrude 
Gilligm, Mrs. Dale Smith, Mrs. Margaret Witherspoon, Mary Lee Robinson, Pat Glover, 
and Mrs. Helen Haynes, chapter president. Second row: Mrs. Frances Webb, Jeanne 
Litton, Hattie Hopper, Mrs. Sarah Mason Whi-e, Juanita Frederick, and Mrs. Juanita D. 


Lineberger. 


Lightcen 


national news 


Fenner and Bean, were the highlights of 
the evening's program. 
* > * 


MIAMI CHAPTER (Miami, Florida) 
held a card party in February for the 
benefit of its scholarship fund. At an- 
other recent meeting, a few members 
demonstrated great bravery, when they 
volunteered as subjects for City Com- 
missioner H. Leslie Quigg in his dem- 
onstration of hypnosis. 

* * * 


The annual benefit card party of 
WHEELING CHAPTER ( Wheeling, West 
Virginia), held on February 5 at the 
McLure Hotel, was eminently success- 





Mrs. Vivian Powell, President, OAK RIDGE 
CHAPTER (Oak Ridge, Tennessee), in- 
stalls the new officers of KNOXVILLE 
CHAPTER (Knoxville, Tennessee). From 
left to right: Mrs. Larry Grable, Presi- 
dent; Mrs. Merle Bowden, Vice President; 
Mrs. Mary McCall, Corresponding Secre- 
tary; Lucille Spence, Recording Secretary; 
and Norma Clower, Treasurer. 


ful. The chapter also held a Membership 
Tea on Sunday, February 15, which was 
also well attended. The highlight of the 
chapter’s current program is their proj- 
ect to install a chapter in Fairmount, 
West Virginia, which they hope to ac- 
complish late in April. 

* * * 


KNOXVILLE CHAPTER (Knoxville, 
Tennessee) is elated! As a result of his 
recent conferences with Dr. Irene Place 
and Dr. Ruth Anderson of the CPS In- 
stiute, Professor George Wagoner of the 
University of Tennessee has established 
a CPS study program. Chapter members 
are most enthusiastic over this progres- 
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sive result of their Education Commit- 
tee’s efforts. The chapter also sponsored 
a collection of clothing and other gifts 
for the aged inmates of the George Ma- 


loneyville Home. 
* * * 


PRESIDENTIAL CHAPTER ( Washing- 
ton, D. C.) has again initiated sponsor- 
ship of classes at George Washington 
University for CPS aspirants. The 
courses in Business and Economic Anal- 
ysis for Secretaries and Accounting for 
Secretaries began on February 10 and 
will run for 15 weeks. CAPITAL and 
EXECUTIVE CHAPTERS (Washington, D. 
C.) are also cooperating as sponsors. 

* * * 

Probate Judge William J. Davenport 
was guest speaker at the January meet- 
ing of JAMES F. BYRNES CHAPTER 
(Spartansburg, South Carolina). With 
the sale of pie pans, Christmas cards 
and stationery, the chapter has increased 
its treasury with some $150. 

* * * 

What makes a good secretary? This 
question was the subject of a panel dis- 
cussion held at the January meeting of 
OLD DOMINION CHAPTER (Richmond, 
Virginia). 

* * * 

HICKORY CHAPTER (Hickory, North 
Carolina) was the beneficiary of a lovely 
party, given by Charles (Jake) White 
of the Western Carolina Furniture Com- 
pany, in Hickory. Mr. White provided 
space, seating and refreshments for the 
benefit, as well as a lovely chair which 
was given as door prize. Mr. White's 
secretary, Faye Kiser, is an enthusiastic 
member of the chapter. A fashion show 
of Rothmoor coats and suits, in which 
Mrs. Inez Richie and Mrs. Margaret 
Hall served as models, was another re- 
cent chapter-sponsored event. 

* * * 

Cans of food were contributed to the 
Community Hospital, a charitable insti- 
tution, by MALABOUCHIA CHAPTER 
(Jackson, Mississippi). At the Decem- 
ber meeting of the chapter members 
honored their secret pals. 

* * * 

CAPITAL CHAPTER (Washington, D. 
C.) celebrated its first anniversary on 
February 17 by holding its first Boss 
Night in the main ballroom of the Na- 
tional Press Building. A barber shop 
quartet from Walter Reed Hospital, cut- 
ting of the birthday cake, and presenta- 
tion of the secretarial skit, “Duty Pa- 
rade,’ were the main features of the 
evening. At the March meeting “Filing 

(continued on page 22) 
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DICTATING EQUIPMENT 








Winner of Fashion 
Academy Medal 
for beauty of design. 


Exclusive “Television Indexing” makes 
wranscription as effortless as glancing into your 
compact. No irritating index strips. No straining to hear 
. reception’s bell-clear. No hair-rumpling headbands. And 
SoundScriber saves so much time for you and the Boss. He dic- 
tates when he’s ready, you transcribe to fit your schedule. Both 
of you get more done, faster, with less effort than ever! 
The coupon is your first step toward becoming an even better 
secretary. Mail it today. 


Only SoundScriber Offers You: 









1. Automatic On-the-Disc Indexing. 
2. Two Arm Flexibility. 

3. Mail-Chute Size Discs. 

4. Lightest All-Purpose Machine. 






SoundScriber Corp., Dept. S-3 
New Haven 4. Conn. 





Send sample disc and literature. 
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We discussed the fascinating hobby 
of flower arrangement in last October's 
issue of THE SECRETARY, but only brief- 
ly. Now with the coming of spring and 
the soon-to-be-blossoming spring flow- 
ers, we are beginning a series of simpli- 
fied lessons in flower arrangement. 


The ability to arrange bouquets with 
beauty is a gentle, feminine art, one 
which almost every woman would like 
to acquire. 

In this series you'll learn that simple 
arrangements are easy and fun. You'll 
like the materials you work with; you'll 
enjoy their perfumed scent. You'll even 
delight in the collector's excitement in 
finding interesting flower containers in 
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unusual places—at bargain prices. And 
remember the most gracious way to say 
“thank you” for a lovely gift of flowers 
is to display them elegantly in your own 
flower design, as an expression of your 
excellent taste. 


THE SYMMETRICAL TRIANGLE 


. . . This design is based on the form 
of an equal-sided, or symmetrical tri- 
angle. Since both sides of the flower 
arrangement are essentially the same, it 
is a composition in formal balance. It is 
most effective, as a decorative accessory 


HOW TIO... 


1. The points of the triangle are 
made by five gladioli—three 
orchid colored glads in vertical 
position and a glad of darker 
color on each side to form the 
horizontal line at the base. 


2. One darker colored glad, placed 
in the center of the arrange- 
ment, establishes the point of 
interest. Six pink snapdragons 
are used as secondary line fiow- 
ers for the sides of the triangle. 


3. Five Marconi daisies build up 
the point of interest, and along 
with a few sprigs of golden 
privet foliage give weight and 
balance to the base of the ar- 
rangement for a look of sta- 
bility. 


in your home, when it is centered on the 
table, chest, console or mantel for which 
it is designed. The overall composition 
(flowers and container) must be ap- 
propriately proportioned so that it is in 
scale with the piece of furniture it occu- 
pies, as well as with the room. For in- 
stance, never design a tiny arrangement 
for a very long mantel in a huge room 
—or an overpoweringly large bouquet 
for a diminutive table in a small room. 

The general principle of scale must 
also be applied in the selection of con- 
tainer and floral material so that all ele- 
ments of the completed arrangement are 
in proportionate size relationship with 
each other. For the symmetrical triangle 
design, choose a footed bowl or vase of 
medium depth, or a shallow bowl of 
conventional shape—round, oval or rec- 
tangular. 

All arrangements fall into one of 
three general classifications: Line—a lin- 
ear type of design requiring a moderate 
amount of floral material; mass—an 
abundance of flowers and foliages, with 
color and form predominating; or a 
combination of mass and line. This les- 
son discusses the third type, presenting 
a combination of tall, spike flowers to 
establish line, with round mass flowers 
and foliage forms to fill in the mass 
effect. It is an excellent choice for gar- 
den types of flowers, an economy buy 
especially during the summer months. 
Line flowers include gladioli, delphin- 
ium, stock and snapdragons. Among the 
mass flowers are asters, marigolds, peo- 
nies, roses, chrysanthemums, pom poms 
and daisies. You can give great variety 
to your arrangements by choosing dif- 
ferent combinations from these flowers, 
or others similar in form. 

In preparing your blooms, always re- 
move all foliage from that portion of 
the stems which will be below water in 
the container. As you shorten the stems 
to the desired length, use a sharp diag- 
onal cut if you are using chicken wire as 
a flower holder. Remember that a 
straight cut is preferable for flowers to 
be supported securely by a needle holder 
in a low, open bowl. Fill the container 
with cool water to which has been add- 
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ed the recommended amount of a com- 
mercial flower preservative. That makes 
your flowers last longer and you will not 
have to disturb them for the rest of their 
lives, once your arrangement is com- 
pleted. Just add a little water from day 
to day to make up for evaporation. 


Reprinted from “Living With Flowers,” 
monthly publication available without 
charge from florists, everywhere. 





Accounting 
(continued from page 8) 


The foregoing suggestions are not in- 
tended to be a complete guide to your 
income tax problems. If you follow the 
income tax return forms and instructions 
and seek competent professional advice 
on special problems, you should be able 
to avoid paying more taxes than the law 
requires you to pay. Do not follow the 
sly suggestions of a few people who 
boast of how they save taxes by failing 
to report taxable income or taking de- 
ductions to which they are not entitled. 
The best overall rule to follow is to con- 
sider the tax consequences of each of 
your financial transactions throughout 
the year and keep good records of them 
so that you will not have to rely on your 
memory or burn the midnight oil on 
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come in like a lion- go out like a lamb 


Just be sure fo use Buckeye 
Ribbons and Carbons; youll 
get wonderful results on the 
very toughest jobs / 

If you'd like to have me work for you 

as a faithful doggy paperweight, Z 

here's all you do: Write for me on 

your company letterhead, giving the 

name and address of the dealer 

where youd like to tind... 


Buckeye Ribbons and Carbons 
Clair Ave. Cleveland 3, Ohio 
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NEXT MONTH 


“No other skills you possess can 
contribute so richly toward your 
earning power and pleasure, to- 
ward a more full, better life.” And 
what could that one fabulous skill 
be?—It’s reading! In the April 
issue of THE SECRETARY Irving 
Kien, Assistant Director of the 
Foundation for Better Reading, 
will tell you how you can learn to 
read faster, better and easier, cer- 
tainly a boon to all of us. Look for 
his informative and surprising ar- 
ticle, “How Well Do You Read?” 


Other exclusive features in the 
next issue include a pictorial story 
about the impressive new Pruden- 
tial Insurance Building near Hous- 
ton, Texas, and a travel-wise article 
about pine-scented Colorado and 
its mile-high capitol and largest 
city, Denver. 











“ma-Co” 


THE MAGNETIC COPYHOLDER 





NEW, MARVELOUS COPYHOLDER... 
ENTIRELY DIFFERENT! 


Amazing copyholder - - - the MA-CO Liner - - - 
puts copying and transcription work in entirely 
different class - - - with new ease and accuracy 
... perfect for filing, too! Easy fingertip control 
-—with the Magic-Magnet liner bar—it floats up 
or down paper. Adjustable for YOUR eye-angle, 
eye-distance. It’s NEW! It’s almost MAGIC! 
See how easily it works at stationers, or write: 


THE PETTERSEN MFG. CO., INC. 
629 Milpas, Santa Barbara, Calif. 
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national news news from the four corners of NSA 








(Jacksonville, 


JACKSONVILLE CHAPTER 
Florida) had S. L. Hooper, member of the 
CPS Institute and Sales Manager, Reming- 
ton Rand, Inc., at its December meeting. 
Standing, from left to right: I. N. Lamb, 
Remington Rand Jacksonville office; Mr. 
Hooper; and A. D. Smith, also of the 


Jacksonville office, Remington Rand. 
Seated: Mrs. Carolyn McIndoo, Treasurer; 
Mrs. Mary Sandlin, Vice President; Martha 
conner, Parliamentarian; Mrs. Ethel Lind- 
say, President; June Stoy, Recording Sec- 
retary; and Mrs. Marguerite Biggerstaff, 
Corresponding Secretary. 








How to Make 
INVISJ&Le 
Erasures 









With a few feather-light 
strokes, a Rush FybRglass 
Eraser removes the last 
trace of an incorrect char- 
acter — makes it easy for 
you to erase and still keep 
your typing clean and pro- 
fessional-looking. 
Colorful plastic holder 
uses long-life propel-repel 
refills. It must satisfy you 
—or your money back. 


RUSH- 


- fF YBRGLASS 
ERASER 


Order from your Dealer 
or send 50¢ and 
name of dealer to 
The Eraser Co., Inc. 
104 S. State St., Syracuse 2, N. Y. 
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(continued from page 19) 


for Secretaries” was the subject of a talk 
by Margaret K. Odell, records analyst 
in the Washington office of Remington 
Rand, Inc. Miss Odell is, with Earl T. 
Strong, co-author of the book “Records 
Management and Filing Operations,” 
recommended by the CPS Instiute. 


* * * 


Jean Southerland of WINSTON-SALEM 
CHAPTER (Winston-Salem, North Car- 
olina) entertained her sister members 
at the chapter's January meeting with 
tales of her overseas experiences with 
the Army during World War II, re- 
counting the numerous bewildering, 
precarious and often hilarious situations 
she encountered during three years’ serv- 
ice, including seven months in the com- 
bat zone. 


* * * 


James Welsch, Secretary of McCorm- 
ick and Company, was guest speaker at 
the MONUMENTAL CHAPTER (Balti- 
more, Maryland) January meeting. An 
invigorating discussion followed Mr. 
Welsch’s talk on the McCormick Com- 
pany’s “Multiple Management Plan.” 
Chapter members recently contributed 
to the March of Dimes Campaign by 
typing envelopes and assisting in collec- 
tions for the fund drive. 


* * * 


MEMPHIS CHAPTER (Memphis, Ten- 
nessee) recently sponsored a Hillcraft 
party, featuring lovely handmade jewelry 
and a fashion show. As a result of this 
sponsorship the chapter will compete 
for a cash award from the Hillcraft 
Company. 


NORTHEASTERN DISTRICT 
Mrs. PAULINE F. MILLER 
32 North 2nd Street 
Harrisburg, Pennsylvania 


LAKE SHORE CHAPTER (Chicago, IIl- 
inois) heard Leo P. Michiels, a member 
of the tax staff of Price-Waterhouse and 
Company discuss the preparation of an 
individual income tax return. Instead of 
a shorthand book, members will pick 
up the dinner tab for their bosses at 
their Sixth Annual Boss Nite Dinner to 


be held in the Walnut Room of the 
Bismarck Hotel. The theme will be “A 
Night in Chicago” and each boss will be 
honored as a “Knight for a Night.” 
Tony Weitzel, the Town Crier, will be 
Master of Ceremonies. 


* * * 


The January meeting of the PITTs- 
BURGH CHAPTER (Pittsburgh, Pennsy]l- 
vania) was highlighted by the showing 
of colored movies depicting a European 
tour. Ann Andraso enjoyed a 2 months’ 
vacation across the ocean in May and 
June, 1952 and brought back approxi- 
mately 1500 feet of colored film taken 
in France, Italy, Switzerland, Nether- 
lands, England and Scotland. Included 
were some quick shots of Queen Juli- 
ana of Holland. 


WHITE PLAINS CHAPTER (White 
Plains, New York) reports Josephine 
Bova, Corresponding Secretary, is one 
of the youngest insurance brokers in the 
country and is secretary for the Maurice 
Heller Agency. 


* * + 


Guest speaker at a recent meeting of 
the PHILADELPHIA CHAPTER (Phila- 
delphia, Pennsylvania) was Charles F. 
Devlin of the First National Bank whose 
topic was “Our American Competitive 
System—It Must and Shall be Preserved.” 
Martha Walters is chairman of the com- 
mittee to handle arrangements for the 
Boss Nite Dinner, April 30. 


The firm of S. Morgan Smith of York, 
Pennsylvania sponsored the speaker for 
the WHITE ROSE CHAPTER (York, 
Pennsylvania) January meeting. Dr. 
Peter F. Gilbert, psychologist associated 
with the firm of Rohrer, Hibler, Re- 
plogle of New York City, chose as his 
subject “Psychology in Industry.” Em- 
ployers and their wives were guests of 
the chapter. 


* * * 


Lois Anne Dryer represented THE 
BUFFALO CHAPTER (Buffalo, New 
York) at the Annual Inter-Club Civic 
Luncheon held December 30 at the 
Hotel Statler. On February 4 the Buffalo 
Chapter entertained members of the 
Inter-Club Council, which is comprised 
of 33 women’s clubs of Buffalo and 
Western New York. Speaker for the 
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evening was Lawrence D. Bell, Presi- 
dent and General Manager of Bell Air- 
craft Corporation and boss of Irene B. 
Hogue, one of the Buffalo Chapter 


members. 
* e - 


DUNELAND CHAPTER (Gary, Indi- 
ana) also briefed on tax information by 
Frank Lindeen of the local Internal Rev- 
enue office. 

* * * 


Education Committee of the Wor- 
CESTER CHAPTER (Worcester, Massa- 
chusetts) sponsored the program for 
the January meeting. Edwin M. Robin- 
son, Professor of Management, Business 
Correspondence and Law in the Boston 
University College of Practical Arts and 
Letters, spoke on “The Education of a 
Secretary and Her Place in the Business 
Organization.” 

* * * 


After the business session of the Jan- 
uary meeting the members of the 
SCRANTON CHAPTER (Scranton, Penn- 
sylvania) visited the NOMA Business 
Show which was held at the Hotel Jer- 
myn. 

* * * 


Through the thoughtfulness of Louise 
Cieri and the generosity of her “boss,” 
John W. Altland, Director—Pennsy]- 
vania Farm Show, the board members of 
the HARRISBURG CHAPTER (Harrisburg, 
Pennsylvania) enjoyed a preview of the 
nation’s top mid-winter agriculture ex- 
position—the 37th Pennsylvania Farm 
Show. It was truly a gigantic spectacle 
and a real tribute to Pennsylvania. 


* * * 


STEUBENVILLE CHAPTER (Steuben- 
ville, Ohio) reports a successful mem- 
bership drive. A tea was held during the 
drive with Helen Grandstaff of WHEEL- 
ING CHAPTER (Wheeling, West Vir- 
ginia) giving the highlights of NSA. 
For the initiation of the members a din- 
ner was served at the Fort Steuben 
Hotel. 


* * * 


A movie, “The Spirit of Christmas,” 
was shown during the PAGODA CHAP- 
TER (Reading, Pennsylvania) Christ- 
mas Party and gifts were exchanged. 


* * * 


FRAMINGHAM CHAPTER (Framing- 
ham, Massachusetts) was entertained at 
the home of one of its members, Mrs. 
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Ada Bell, Publicity Chairman. A dem- 
onstration on mental telepathy, hand- 
writing analysis and hypnosis comprised 
the entertainment; later Christmas gifts 
were wrapped for the underprivileged 
children of Framingham. 


* * * 


To augment its treasury HURON VAL- 
LEY CHAPTER (Ann Arbor, Michigan) 
raffled an all-wool blanket at the Febru- 
ary meeting. 


* * * 


BELLE LETTRES CHAPTER (Elkhart, 
Indiana) Ways and Means Project over 
the holidays was a drawing for a beauti- 
ful mink scarf. Social Service Exchange 
also benefitted; each member brought a 
can of fruit or vegetables which was 
given to the Exchange. 


* * * 


In the Garden Room of the Sheraton- 
Bilrmore on December 14 PROVIDENCE 
CHAPTER (Providence, Rhode Island) 
staged its Christmas Party. A sextet sang 


Christmas selections; Aria Cameron __ 


played piano solos and Lillian Jernquist 
sang Schubert's “Ave Maria.” “Hysteria 
—a Stenographer” was presented by 
Margaret Dwyer and Harriet Burkhardt. 
Ella Demers and Betty Maglott did a 
pantomime. Gifts brought by the mem- 
bers were later turned over for men and 
women at the State Infirmary. 


MARQUETTE CHAPTER (Peoria, IIli- 
nois) now can boast of a total of three 
CPS members. Annis Draper and Gloria 
Nutty were recently certified. Sophronia 
Smith, a professor at Bradley University, 


also of Peoria, received her CPS a year | 


ago. MARQUETTE is again planning to 
award a $250 scholarship to a deserving 
Senior High School student within a 25- 
mile radius of Peoria, for a business and 
secretarial course. 


* * * 
Ricka Beuthin, instructor at the Sagi- 


naw Business Institute, and Margaret 
Uhl, CPS, members of SAGINAW CHAP- 


TER (Saginaw, Michigan) are conduct- | 


ing a weekly accounting course for any- 
one interested but particularly for those 
aspiring to pass the CPS examination. 


* * * 
Annetta Merlino, CHARTER OAK 


CHAPTER (Hartford, Connecticut) has 
come up with an idea for spreading 








goodwill . . . each year the Chapter is to 
concentrate on one organization that 
needs help and at Christmas give them 
a useful gift, serving as perpetual monu- 
ments to the chapter's willingness to 
help others. 


* * * 


NICOLET CHAPTER (Green Bay, Wis- 
consin) sponsored a Christmas Party 
for the blind on December 22. Music 
was furnished for dancing; and refresh- 
ments were served. 

* * * 

March of Dimes Campaign was as- 
sisted by the CAMDEN CHAPTER (Cam- 
den, New Jersey); the chapter also con- 
tributed many hours at the American 
Red Cross headquarters. 

* * * 


PATERSON CHAPTER (Paterson, New 
Jersey) plans underway for a card party 
and fashion show to be held in May. 
Cerebral Palsy Center to benefit from 


the proceeds. 
(continued on page 26) 


NO MORE CARBON- 
SOILED LETTERS! 






NOW—MAKE CLEAN CARBON 
COPIES OF YOUR LETTERS 
WITH SPEEDY, EASY 


WALLED 





Simply insert Wattspeed Carbon- 
Interleaved Copyset with your letter- 
head, type and snap out! Make one, 
two or three clean carbon copies in 
one typing WITHOUT HANDLING 
CARBONS OR COLLATING SEC- 
OND SHEETS! Saves 20% to 40% 
in time—and money! 


Write for sample and prices on your letterhead 


ALFRED ALLEN WATTS co., inc 


Makers of Better Business Forms Since 1897 
216 William St. New York 38, N. Y. 
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Office 
peated etere ts 


a guide 
to office 
efficiency 


DUO-FAST POCKET STAPLER (153) 


The pen size Duo-Fast Pocket Stapler 
is gaining in popularity for light stapling 
work in offices. Made by the Fastener 
Corp., this stapler’s fingertip convenience 
combined with the fact that it can be car- 
ried about for away-from-the-desk stap- 
ling jobs make it exceptionally handy. It 
does a neater job because the staple is so 
tiny and doesn’t use up valuable filing 


space. 


PLASCO MOISTENER (154) 


The Plasco Manufacturing Co. claims 
100% perfect action for this patented all 
plastic Plasco envelope moistener. Because 
there is nothing to wear out or get out of 
order, the entire moistener is uncondition- 
ally guaranteed by the manufacturer. It 
comes complete with base, retails for 39c. 











paperweight. 


to buy. ; 





Why do Buckeye Carbons and 
Ribbons remind you ofa shamrock? 
‘Cause theyre a sign of good luck 

with every job you turn out / 


You can have me for your good luck 
Just write for me 
on your company letterhead and- 
include the name and address 
of the dealer where you'd like 


.BUCKEYE RIBBONS end CARBONS 
7211 St. Clair Ave. Cleveland 3, Ohio 
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CARRYETTE (155) 


The “Carryette” case, manufactured by 
The Sanford Ink Co., contains six bottles 
which can correct a large percentage of 
the upsets in the average household. In- 
cluded are: (1) an electric cord re-insu- 
lator in liquid rubber form; (2) a new 
type glue-and-renew cement; (3) ink and 
fruit stain remover that can be used on 
paper or cloth; (4) sani-phone, a liquid 
that deodorizes the telephone mouthpiece; 
(5) an oil for all household motors and 
home appliances; (6) instant spot remov- 
er for grease and chewing gum. 





STAR PLASTIC TYPE CLEANER (156) 


Made by Eberhard Faber Pencil Co., 
this cleaner is unexcelled for removing 
ink, dirt and grime not only from type- 
writer type but from all business ma- 
chines, band daters, cylinders and feed 
rolls. It’s simple to use because it’s merely 
pressed on surface to be cleaned. It’s prac- 
tical because the soiled part can be folded 
in, allowing a clean surface for the next 
application. Nothing to spill or stain 
clothing. 
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610 Woop STREET 
PITTSBURGH 22, PA. 





Gentlemen: 
I would like further information 
on the items circled below: 
153 154 
155 156 


Name 
Address 





Company Name 


sR SVBWBVsVB ssw sewesesesnsenenaneaaay 
PSBVBVBVBVBesVwesweswesesesesnsaneaneanaaa / 


BWABeBeBeesesesesenesratranuaav¥ 


The Secretary 








sits Seer sstty 


860060 L 


c4 vb 4 LEB rH fe 4-4 TF 
fa bv. oP 


~ 
: Ow A Ge 

tp 

4s 
























GZ*a.7 é« 








No. 7 in a series of articles on Letter 





When one of your company’s sales- 
men calls on a customer, he dresses as 
carefully as when he calls on the woman 
in his life or takes his wife out for the 
evening. Maybe even more carefully! 
Highly-polished shoes, sharp creases in 
his trousers, clean shirt .. . he wants to 
make an impression, and he realizes that 
his appearance plays a prime role in 
selling himself and his products. 

But there are other kinds of salesmen 
besides humans. Your stationery is an 
important salesman, too! Sometimes it’s 
receiving attention while that neatly 
dressed salesman is spending time read- 
ing reception room magazines. Your 
letter reaches desks and is read by office 
personnel that the salesman will never 
see. The importance of your stationery’s 
appearance, then, is apparent. 


Even before the contents are read, the 
letterhead is noted. If your letterhead is 
outstanding, it singles out your firm 
from competitors, in the reader's un- 
conscious mental evaluation. How are 
impressive letterheads made? By com- 
bining simplicity and dignity with in- 
dividuality. Your letterhead is as much 
an advertising medium as any program 
planned by your advertising department. 
Both sell your company .. . if they are 
well designed. 


You letterhead may be the epitome of 
distinction and quality, but if your en- 
velope doesn’t indicate it, the effect is 
lost. Envelopes always should match the 
letterhead, by using the same mechanical 
set-up or through repetition of style. 
“Oh, such trivialities,” you may murmur. 
“The majority of bosses never see the 
envelopes their mail comes in, because 
their secretaries open it.” Now that’s 
true, but it’s also true that the secretary 
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who opens her employer's mail also ar- 
ranges his correspondence. That letter 
the boss sees on the top of his morning 
mail was placed there by her. She is 
just as impressionable as he is, and rec- 
ognizes quality, too. 

The standards for appropriate letter- 
heads vary with personal and business 
stationery. A letterhead suitable for bus- 
iness is too formal for personal use. 
Your stationery should reflect your char- 
acter, not your company’s. Initials or 
monograms are highly decorative on 
personal stationery, but your complete 
mame and address are preferable. It's 
easy for your friends to answer, when 
your address is printed on your station- 
ery. Often you use your stationery for 
mail order purchases, for product infor- 
mation, or for prospective employment 
correspondence. Identity is never in 
doubt when your letterhead speaks for 
you immediately. Another taboo is us- 
ing flowered personal stationery for 
business correspondence. A_ secretary 
who knows the do's and don'ts of letter- 
writing etiquette will never be guilty of 
this fawx pas. Tricky processes of print- 
ing letterheads also are out, both for 
business and for personal letterheads. 
Simulated gold and silver lettering or a 
type of printing imitating engraving 
only cheapen your stationery. 

Position of copy is an important fac- 
tor, though precise center balance isn’t 
necessary, for sometimes a more desir- 
able effect can be achieved by a slightly 
off-center head. Often the addition of 
one more word or a variation in length 
of a line will give a different picture to 
the design. 


Never attempt to use a variety of 
means to attract attention. Determine 





Writing Technique, written by 
your publisher exclusively 
for THE SECRETARY. 


what you want to emphasize and play it 
up: the type of business, the product or 
the trademark. Be selective. You won't 
be able to give all equal significance. 


As mentioned previously in this series, 
novelties often destroy their purpose of 
attracting attention because the reader 
becomes too absorbed in the novelty it- 
self, or he may not be amused by the 
gimmick. Because a humorous reaction 
depends on the reader's tastes and mood 
of the moment, novelties are highly ex- 
pendable. 

Physical characteristics of letterheads 
include: size, illustration, color, stock 
and method of printing. These can be 
covered quickly. Stationery for ordinary 
business correspondence is 812” x 11” 
with the letterhead consuming about two 
to three inches of the top part of the 
sheet. Executive size paper—71” x 10” 
—has come into popular use, and the 
letterhead design should be smaller ac- 
cordingly. 

Not too many years ago illustrations 
were lithographed on letterheads and 
considered tops in good style and attrac- 
tiveness. But the trend has changed. 
Today to show a pictorial spread, you 
publish a brochure. Though your objec- 
tive may be to impress your readers with 
the size of your plant, including a pic- 
ture of it in your letterhead probably 
wouldn’t influence him, for it’s easy to 
fake a photo. However, a trademark or 
some symbolism of your company is 
suitable for use. 

Use discrimination in your choice of 
colors. More than two colors in a letter- 
head usually are not effective; it’s better 
to select black as a basic color and a 


complementary color. One corporation 
(continued on page 32) 
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national news news from the four corners of NSA 
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NORTHEASTERN DISTRICT 
(continued from page 23) 


CON BRIO CHAPTER (Bloomington, 
Illinois) assisted with McLean County 
March of Dimes Polio Auction. A rum- 


mage sale in the offing. 
* *. * 


Twenty-five members of the WATER- 
BURY CHAPTER ( Waterbury, Connecti- 
cut) enrolled in a course “Poise for the 
Secretary.” Instructor is Mary Louise 
Martin, M.A., University of Connecti- 


cut. 
* * * 


Mrs. Amy Curtis, member of the 
LANSING TUEBOR CHAPTER (Lansing, 
Michigan) was chairman of the gift 
wrapping and awarding committee of 
State Employees’ Red Stocking Dance 
for the benefit of underprivileged chil- 
dren in greater Lansing area. 


* * * 

















Mrs. Mary H. Barrett, National President, 
“pours” at WASHINGTON CHAPTER (Wash- 
ington, Pennsylvania) annual Holly Tea. 
Also pictured are: Ruth Baer, Mrs. Mary 
Bocheck, Mary Beeson, Peggy Brownlee, 
Lilyan Miller, and Dolores Lang. 


The beautifully decorated home of 
Nancy Cronin was the scene of the an- 
nual Holly Tea of the WASHINGTON 
CHAPTER (Washington, Pennsylvania). 
Three new members, Ruth Baer, Mrs. 
Mary Bocheck, and Mary Beeson, were 
installed by Mrs. Mary H. Barrett, Na- 
tional President; Mrs. Lilyan Miller, 
Nortlieastern Vice President; Dolores 
Lang, National Secretary; and Gerardine 
Hill, Editor, THE SECRETARY. 
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NORTHWESTERN DISTRICT 
HELEN A. MOE 


Brogan Construction Company 
321 Locust Street 
Des Moines 9, Iowa 


Although the Regional Meeting hos- 
tessed by St. PAUL CHAPTER (St. Paul, 
Minnesota) is a past activity, it has not 
been forgotten by those 103 girls who 
attended from Regions III and IV of the 
Northwestern District. National Officers 
Mary Barrett, President; Kitty Cote, 
Treasurer; and Margaret Hesemann, 
Northwestern Vice President brought 
national views to the meeting. At the 
Saturday night banquet Mrs. Mary Hall 
Helperin, the first registrar of the NSA, 
spoke on NSA’s ten years and told of 
installing the first chapter in the associ- 
ation without knowing she was a “pio- 
neer.” She installed many of the chap- 
ters in the midwest and the numerous 
charter members in attendance were 
happy to reminisce with Mrs. Helperin. 

* * * 


Following an inaugural theme, MINN- 
ARROW CHAPTER (Duluth, Minnesota) 
chose their January meeting to initiate 
seven new members—Charlene Bjos- 
tad, Elaine Butman, Alice Diebold, Betty 
Hafer, Helen Hilber, Marie Johnson 
and Grace Vondrasek. 

* * * 


GOPHER CHAPTER (Minneapolis, 
Minnesota) installed four new mem- 
bers—Margaret Foucault, Ruth Lang- 
worthy, Mary Weber and Lucille Wright 
—at their Christmas Party. A bowling 
party was enjoyed in January. 

* * * 


The pets of NEB-OMA CHAPTER 
(Omaha, Nebraska)—the members of 
the Woodson Journalism Club—were 
given a Christmas party. Two new mem- 
bers, Catherine Rodis and Maxine Sev- 
eryn, were initiated into the chapter in 
January. 

* * 

AK-SAR-BEN CHAPTER (Omaha, 
Nebraska) extended invitations to Ne- 
braska and Iowa Chapters to meet in 
Omaha for an evening with Margaret 
Hesemann, Northwestern Vice Presi- 
dent, who relaxed a few days in that city 
on her way to the National Board meet- 
ing. The main topic of discussion was 









“State Organization” and chapters that 
have been hesitant to take the step now 
have facts to give them a complete un- 
derstanding. 

* * 

MELIOR VITA CHAPTER (Sioux Falls, 
South Dakota) enjoyed a particularly 
happy holiday season and then prepared 
themselves for a worthy civic duty—the 
March of Dimes Campaign. 

* 


* * 


EVERGREEN CHAPTER (Denver, Colo- 
rado) featured community singing at 
their January meeting and later listened 
to an interesting talk given by an honor- 
ary member of their chapter, Mrs. Gano 
Senter, nationally-known Parliamentar- 
ian. Mrs. Senter recently returned from 
a trip abroad and brought with her 
many of the beautiful articles she had 
purchased in various countries, as well as 
colorful pictures of the trip. Evergreen 
members admit to having “itchy” feet 
and are ready to take off most any time. 
Even a stormy night could not stop the 
Board Members from attending and en- 
joying their annual party at a_ well- 
known restaurant. 

* * * 


BOOK CLIFF CHAPTER (Grand Junc- 
tion, Colorado) raffled a hand-crocheted 
lace tablecloth and took in $98. We 
haven’t learned if the article was made 
by a Book Cliff member! 


* * * 


Members of LARAMIE CHAPTER (Lar- 
amie, Wyoming) took off for Hawaii— 
via films—through the courtesy of the 
T. J. McGuire Travel Agency. Pan 
American World Airways flew in orchid 
corsages for all the members of the 
chapter as well as four orchid leis which 
were presented to the 1953 Convention 
Chairman, Margaret Hesemann; the 
chapter president, Mrs. Dixie Melcher; 
and to two charter members present. 

* * * 


A very popular winter sport in Cas- 
per, Wyoming is skiing and TETON 
CHAPTER used this as the decorating 
theme for their January meeting. A 
timely talk on “Inherent Anomalies in 
Popular Government” was presented by 
D. W. Ogilbee, Attorney. 


* * * 


CASCADE CHAPTER (Salem, Oregon) 
has set up a new plan for their monthly 
social meetings. They now meet in the 
homes of various members. Attendance 
has been exceptional and prospective 
members are entertained in this man- 
ner. Four girls are responsible for the 
meal as well as KP duty. Here is an- 


The Secretary 











other group working in Civil Defense. 
Twenty-two hours have been contrib- 
uted to this important phase of our de- 
fense system and members are always 


on call. 
+ * * 


Again the March of Dimes Campaign 
has active workers in members of the 
AMANUENSES CHAPTER (Eugene, Ore- 
gon). A local floral concern donated 
five hundred potted hyacinth plants in 
various shades for the special solicita- 
tion. Members of the chapter personally 
contacted offices and business firms and 
those who donated were presented with 
their choice of plants, depending upon 
the amount of their contribution. The 
chapter was able to present the March 
of Dimes Campaign with a check for 
$490.51. 


* * * 


January was initiation month in 
HAWKEYE CHAPTER (Des Moines, 
Iowa) when ten new members joined 
NSA. These enthusiastic girls are Eulice 
Graham, Margaret Griffith, Wynford 
Gunton, Dorothy Haddick, Alvera 
Holtzbauer, Margaret Massey, Ethel 
Meier, Julia Severtson, Virginia White 
and Lucille Widerberg. A _ refresher 
course has been set up by the chapter in 
coordination with Drake University, and 
twenty members will soon be going to 


school again! 
* * * 


Being Northwestern District Report- 
er for THE SECRETARY and enthusiastic 
about our National Convention to be 
held in Seattle next July, I cannot refrain 
from talking about the convention and 
the wonderful vacationland which you 
will find in the Pacific Northwest. We 
Northwesterners are looking forward to 
your attendance and can assure you that 
you will never regret your trip. 
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SOUTHWESTERN DISTRICT 


Jo MAES KNOERR 
2025 Rutgers Avenue 
Long Beach 4, California 


Lucille Boring, Chairman of WEsT- 
PORT CHAPTER (Kansas City, Missouri ) 
Educational Program took to the air over 
radio station KMBC along with Irma 
Rutter of the HEART OF AMERICA 
CHAPTER (Kansas City, Missouri) and 
Mary Milton of the HARRY S. TRUMAN 
CHAPTER (Independence, Missouri) to 
give details of their study program for 
CPS. The Tri-Chapters of Kansas City 
are sponsoring a schedule of courses to 
be held each Friday at the Kansas City 
Business College. Registration fee for 
each course is $7.50. WESTPORT CHAP- 
TER’s thanks goes to the following mem- 
bers who helped to prepare this study 
course outline: Elizabeth Lair and Irma 
Rutter of the HEART OF AMERICA 
CHAPTER, Mary Milton and Jennie 
Birch of the HARRY S. TRUMAN CHAP- 
TER; the officers and instructors of the 
Kansas City Business College and WEsT- 
PORT CHAPTER members Lucille Bor- 
ings, Mary Gibbs and Doris Hecker. 
The courses are open to members and 
non-members of the NSA. 


¥ * * 


A spring fashion show presented by 
Carrousel Clothes of Pasadena highlight- 
ed a recent dinner meeting of the PASA- 
DENA CHAPTER (Pasadena, California) 
which was held in the Rancho Verde 
Room of the Green Hotel. Arrange- 
ments were made by Mrs. Florence Hop- 
kins, social chairman for the evening. 
Gowns were modeled by the following 
members: Mrs. Ruth Nielsen, Ruth 
Olivia Rodstrom, Mrs. Patricia Peglaw, 
Evelyn Finn, Dorothy Nemeyer, Claire 
La Brash and Mrs. Virginia Young. Mrs. 
Martha Basteen served as commentator. 

* * * 


An atmosphere of colorful Hawaii 
prevailed at a dinner party of the Tow- 
* * * 


Prize for largest attendance at the St. Paul 
Regional Meeting was won by HAWKEYE 
CHAPTER (Des Moines, Iowa). Seated: 
Irene Loftus, Dorothea Plambeck (Vice 
President), Lorene King, Irene Johnson, 
Helen Moe, Edna Lewis. Standing: Gert- 
rude Hornberger, Pearl Hanchett, Gene- 
vieve Lubbers, Edna Mullen, Amy Alcorn, 
Jeanne Henwood (President), Viola 
Bloomquist, Maude Morrison, Mrs. Mary 
Hall Helperin (NSA’s first registrar), and 
Maxine McFee (charter member). 












































ER LIGHTS CHAPTER (Austin, Texas), 
honoring visiting State Officers. Guests 
of honor were: Mrs. Shella Sharpe of 
Wichita Falls, Texas, Southwestern Vice- 
President; Mrs. Lillie Wehe of San An- 
tonio, Texas; Violet Robbins of Laredo, 
Texas; and Lucile Kelly of Fort Worth, 
Texas, State Board members. Along with 
Bess Oliver, President of the State Or- 
ganization in Texas, other Tower Light- 
ers, who shared the honors were Mrs. 
Frances Dikeman, President of the local 
chapter and member of the State Ad- 
visory Board; Mrs. Dorothy Brooks, 
member of the State Membership Com- 
mittee and Adele Pilling, member of 
the National Committee on State Or- 
ganization. Mrs. Dorothy Brooks, chair- 
man of the entertainment committee, 
was in charge of the “Hawaii Calls in 
Austin” party which featured Lutie Ruth 
Carter, who showed colored slides of 
Hawaii, and Annie Mae Moore, who 
presented a travelogue of a trip to the 
Islands last summer with her brother 
Colonel James Goree Moore. For the 
occasion Miss Carter was dressed in a 
“mu-mu” and Miss Moore wore a hand- 
blocked silk sarong. Guests of honor 
were presented leis made of pure silk 
handkerchiefs. Table arrangements were 
coconuts, pineapples and bananas. Wood 
roses completed the decorations. 
+ * * 






Members of PASADENA CHAPTER (Pasa- 
dena, California) who participated in 
Spring Fashion Show. Left to right: Mrs. 
Ruth Nielsen, Ruth Olivia Rodstrom, Mrs. 
Patricia Peglaw, President Evelyn Finn, 
Claire La Brash, Dorothy Nemeyer, Mrs. 
Virginia Young, Mrs. Martha Basteen and 
Mrs. Florence Hopkins. 
























QUEEN BEACH CHAPTER (Long 
Beach, California) held its third annual 
joint meeting with NOMA at the Sup- 
per Room of the Lafayette Hotel. Mr. 
Frank G. Macllroy, Western Division 
Manager of Soundscriber Corporation of 
San Francisco, spoke on “Office Coop- 
eration,” and Lillian Steers of the SAN- 
TA MONICA CHAPTER (Santa Monica, 


California) gave a resume of NSA. 
(continued on page 30) 
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Too young to ride, but not too young to learn 
show manners in his corral at home, Zephar- 
an,-prize-winning Arab colt, is guided by Miss 
Garrison. Training sessiors are confined large- 
ly to weekends when Carol isn’t working as a 
private secretary to C. H. Maison, manager of 
Oregon State Highway Department’s account- 
ing division. 





(continued from page 4) 


“I've been daffy about horses ever since I can remember,” 
says brown-eyed Carol. Her first mount was Dolly, a mon- 
grel mare which she rode to school daily at the age of 5. 
Other horses of several breeds and descriptions succeeded 
Dolly. Sinda, half Arabian-half Standard bred mare and the 
mother of Zepharan, Carol's prize winning colt, was ac- 
quired in 1950. 

Sinda is old for a horse, 20 years, but she is still a beau- 
tiful animal. After Carol first saw her, for days her conver- 
sation dwelt on the beauties of Sinda’s paper-thin, flawless 
hide, her proud carriage and perfect manners. Finally (over 
her mother's objections but with Dad’s approval), she took 
what cash she had, hoped feed bins might be kept full in 
the future, and bought the mare. 

Sinda was with foal at the time. As the months shortened 
into weeks and days, anxiety, then frenzy replaced the usual 
calm in the Garrison household. 


Carol was then a medical secretary. With the nearing 
natal day, she adapted knowledge of human biology ac- 
quired from her employer’s reference volumes to Sinda’s 
pregnancy. 

Engraved cards announced to friends of the family that 
Sinda performed nobly in producing a son and that Carol 
had been the devoted attendant. 

Books of Arabian horse names perused during lunch 
hour offered no title as suitable as Zepharan which was 
lifted from an antiseptic solution, Zephiran, used in the 
doctor's office. 

Zep, as the family call him, has a full sister who was 
awarded second prize at the horse show in 1950. When the 
judge admitted she missed winning first because she was 
skittish and bad mannered in the arena, Carol vowed no 
one would call her colt bad mannered. So mornings, eve- 
nings and weekends were spent training young Zep. That 
training paid off in first prize in Portland, Oregon’s, annual 
horse show in 1951 when the colt was only two and a half 
months old. 
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This is a good beginning for a girl who wants to work 
with and breed horses for a living. To win prizes is the 
dream of every aspiring breeder and a necessity to those 
already in the business. Unless money is made with racing 
stock, financing a stock ranch must come from breeding; 
and popular studs stem from good records. Zep has begun 
to establish that record. 

Carol is getting her stock now. But they must be fed 
until a reputation and other accoutrements of the business 
have been built up. Friends of Miss Garrison have a stand- 
ing joke to pass the hat for sheckels to supplement the feed 
supply until payday when Carol can again assume the 
burden. 

Better routine and increased salary (even for oats) were 
rot as strong influences to Carol’s job change in the fall of 
"51 as an extra half day with her horses. Her position with 
the doctor entailed working Saturday mornings, and state 
employees work only a five day week. After a few months 
in her new position, Boss Maison asked that she take the 
required civil service examinations and offered her the desk 
outside his door. Thus the prize of advanced position fol- 
lowed closely the prize won in the arena by her colt. 

Training horses isn’t all patting them on the neck and 
posing for pictures. They must be fed, curried, cleansed and 
trained as well. Occasionally a spoiled streak will rise and 
they must even be disciplined, according to Carol. Under- 
standing between horse and mistress is established during 
training and a firm friendly relation is maintained, she says. 
Her father, an expert horseman, taught her all she knows 
about horses, which is considerable. 

Mrs. Garrison, who in her girlhood lost a finger to a bad 
mannered steed, was skeptical about her daughter's advent 
into horse breeding. Prior to Zepharan’s appearance, how- 
ever, the air of expectancy enveloping father and daughter 
in which Mrs. Garrison was steeped banished her skepti- 
cism. When Zep did show up, he was too fetching to ig- 
nore. Mrs. Garrison admitted he was a winsome creature. 
Now their tally for a horse-loving family is unanimous. 
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Secretarial Success or Failure 


(continued from page 6) 


“This lack of enthusiasm made it impractical to sell her 
skill to any prospective employer. However, the next day 
a girl I interviewed expressed her interest in a job opening 
that I mentioned to her as, ‘That's what I really want!’ 
Everything possible was done to place her.” 


One sure road to self satisfaction and success in any sec- 
retarial job is unselfishness. A secretary needn’t have any 
qualms about breaking-in a new girl on the job for fear of 
losing her position; Mrs. Finkelor points out that you must 
have an “unusually insecure feeling if you're afraid to even 
help neophytes. Actually you’re making your own job 
easier. 


Still talking about placement of secretaries, she noted 
that more emphasis should be placed on learning the pros- 
pective employee's customary routines. Too many companies 
calling for help have only “experienced or inexperienced” 
as one of their requirements. 


Care should be taken to see if the person hired will have 
to work overtime, will have break periods, etc. Unless these 
things are fully explained and discusseed in hiring, the em- 
ployed person can create emotional blocks in her new job 
and hence be less productive. She cited the case where a 
girl was hired under the assumption that normal quitting 
time was 5 p.m., yet almost every day she was required to 
work some overtime and consequently missed her com- 
muter’s train. The emotional unrest from this daily occur- 
rence harmed her work, not because of her inability, but 
rather the employer’s ineptitude in not recognizing the im- 
portance of her customary daily habits. 


Actually the diaries that formed the basis for Dr. Fink- 
elor's dissertation showed that little is gained by working 
overtime. The average report disclosed that if there were 
three hours of overtime worked, little was accomplished the 
next day. If work piles up, the consensus was that the com- 
pany should hire another person to help alleviate the under- 
staffed conditions. 


“Secretarial work has opened diversified avenues of interst 
to many girls. Some weeks ago the local papers carried a 
story about a young woman of twenty-five who had been 
admitted to the Master Photographers of America. The 
youngest person to have ever been admitted to this top 
association of national shutterbugs. Only six years ago this 
young woman was a secretarial student at our college. 
When she was ready for a job, our Placement Director 
learned of her tremendous interest in photography. It was 
a passion which dominated her life. The Placement Direc- 
tor canvassed all the photographers in the area attempting 
to sell them the idea of a young secretary who could help 
them professionally if given the opportunity. She was finally 
placed, and this young woman is today an outstanding suc- 
cess. Her travels through Mexico, South America and other 
foreign lands are recorded through her pictures that have 
been featured in national magazines.” 


All the reward Dr. Finkelor wants for the care she and 
her staff take in placing their graduates is typified by a girl 
who visited recently, and said, “You'll never know how 
happy I am in my new job... it’s perfect.” And that's 
enough for Dr. Dorothy Finkelor, author-educator. 
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MONEY MAKING PLAN 
WE FINANCE YOU! 


If you're going to finance a service project in your 
community this year, you'll want our new Catalog for 
the Spring selling season. 


It's yours, FREE, and tells about our beautiful line of 
boxed All Occasion Cards, lovely Stationery and In- 
formal Notes and many hundreds of attractive and 
useful Gift and Household Items with that “touch of 
the unusual.” 


BEST OF ALL, this catalog shows retail prices only, so 
that you can show it to your friends and customers— 
use it to create interest and that “urge to buy.” You'll 
find it’s a marvelous sales stimulator. 


Use the coupon below to indicate what you want. Re- 
member, you don’t need money to start as we extend 
30 days’ credit to organizations. We'll send samples on 
approval, if you like. 


UNLIMITED 
FINCH BLDG.—PARK SQUARE 
ST. PAUL 1, MINNESOTA 
(check your wants below) 


( Please send me FREE catalog and confidential 
wholesale price list only. 


( Please send me a sample assortment of cards on 
approval, together with FREE catalog and full 
details. I understand that if we are not entirely 
satisfied, I can return the merchandise in good 
condition within 30 days, and receive full credit. 


( Please send FREE portfolios on personalized sta- 
tionery and notes, social napkins and wedding 
announcements. 


NAME 
STREET 
STATS .....:x... 


CITY ZONE 


Name of organization 
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SOUTHWESTERN DISTRICT 
(continued from page 27) 


Members of the BIG D CHAPTER 
(Dallas, Texas) manned the telephones 
on an all-night television show for the 
benefit of the National Foundation for 
Infantile Paralysis. Chill Wills was Mas- 
ter of Ceremonies and referred to the 
good work done by NSA on the tele- 
phones. Camilla Murphy presented a 
check to Mr. Wills for $100 from the 
BiG D CHAPTER. More than $44,000 
was donated during this video and audio 
broadcast. 





Mildred Brandt (left) and Betty Hunter 
examining some of the diamonds on dis- 
play at a recent BiG D CHAPTER (Dallas, 
Texas) monthly dinner meeting. 


TSCW CHAPTER (Denton, Texas) a 
new chapter organized with twelve 
members has added seven new members 
to its roster. Bravo! They are also plan- 
ning a campaign to raise funds for a 
scholarship award. 


* * * 


“Experiences in Pakistan” were en- 
joyed by the members of St. Louis 
CHAPTER (St. Louis, Missouri) and 
their friends, when Mr. Vance C. Lisch- 
er, partner of Korner and Shifrin, Con- 
sulting Engineers, showed slides and 


Thirty 


spoke on his mission to Pakistan for the 
study of sanitary conditions there. The 
chapter received a plaque from Captain 
Olin Brigman of the Salvation Army, as 
one of the four women’s clubs collect- 
ing the most money for the 1952 Tree 
of Lights Christmas Cheer Campaign. 


* * * 


Violet Robbins, president of the 
GATEWAY CHAPTER (Laredo, Texas) 
has been appointed Chairman of the Ad- 
visory Committee to State Officers. The 
Washington's Birthday Parade in Laredo 
will be enhanced by a float from the 
GATEWAY CHAPTER, depicting “Bosses 
and Secretaries” portrayed by children. 

Boasting six new members GIRARDOT 
CHAPTER (Cape Girardeau, Missouri) 
held their regular dinner meeting at the 
Blue Room of Idan-Ha, and were en- 
tertained by the Cape Choral Club con- 
siting of fifty amateur (but very good) 
members of both sexes, which include 
two of their own girls. Fred Waring 
numbers are their specialty. The Chap- 
ter is formulating plans for their forth- 
coming yearly money-maker, a card 


party. 


SAN FERNANDO VALLEY CHAPTER 
(Burbank, California) has donated, since 
last October, approximately $1000 to- 


ward Muscular Dystrophy research. 
* * * 


FLASH—Just as we go to press we are 
informed that the majority of the Chap- 
ters in the State of California have voted 
on the adoption of State Organization. 
Mrs. Shella Sharpe, Southwestern Vice 
President, has appointed Jo Maes 
Knoerr, of QUEEN BEACH CHAPTER 
(Long Beach, California), President of 
the State Organization in California. 
Margaret Sims, SAN DIEGO CHAPTER 
(San Diego, California) has been ap- 
pointed Treasurer. The name of the 
Secretary will be announced later. 





How Versatile Can You Be 


by RUTH VIBRANS 
Spokane Chapter 


Those original NSA members of Spo- 
kane, Washington once again spon- 
sored their yearly circus production on 
behalf of the Salvation Army Christmas 
fund, in December. The show would 
have been a credit to Ringling Broth- 
ers! One of the starring combinations 
was Martha Rosamond and Betty Za- 
chow in their organ grinder-monkey act. 
President Rousia Hoxsey was a very un- 
inhibited bulldog. At noon this trio 
sauntered into one of the downtown 
restaurants and almost made the patrons 
forget their interest in menus! 

Another crowd stopper was Lenora 
Jurvelian, garbed as a girl from the Ice- 
landic North, being towed around the 
downtown area in the custody of a huge 
St. Bernard, attired in billboard signs, 
bell, and balloons. The clown, Jean Eu- 
bank, brandished balloons, tossed candy 
kisses, and did unexpected acrobatic gy- 
rations. In true Christmas spirit and cos- 
tume, Mable Protto played the part of 
Mrs. Santa. Mary Holmes, as the barker, 
exhibited her genius for promotion, and 
her daughter, Becky, contributed her bit 
in the role of a cunning kitten. 

Peggy McHugo in a black satin jes- 
ter’s costume and Ellen Brandt in a be- 
spangled knee breeches jester’s costume 
added glamour to the show. Bernice 
Wilson, general chairman, was the able 
stage director. 

The other members took their turns 
at the kettles, and their enthusiasm made 
them excellent Santa’s helpers. 





The cast of “How Versatile Can You Be” 
SPOKANE CHAPTER, reading from left to 
right, front row: Martha Rosamond, Betty 
Zachow, Mable Protto, our chapter mascot, 
Becky Holmes, Rousia Hoxsey, Jean Eu- 
bank and Mary Holmes. Second row: Ber- 
nice Wilson, stage director and general 
chairman of the entire campaign and con- 
test; the Salvation Army ‘representative; 
and Ellen Brandt. 
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Key Klatter... 


by MRS. MARGIE HORCHOW 
Associate Editor 


Let's give the Department of Public Welfare of Syracuse, 
New York credit for something more than Civic Cleanli- 
ness. About two years ago a young male employee of this 
agency presented NSAer Alyce Corey, with an application 
for employment which she accepted. Just recently this same 
young man presented this same secretary with a diamond 
ring—also accepted. 

And, Mary Lyles, of the JAMES F. BYRNES CHAPTER, re- 
fuses to change her name when she middle-aisles. The 
groom-to-be is William C. Lyles, of the law firm of Lyles 
and Lyles. 

NSA members who agree that a diamond is a girl's best 
friends include Ann Andrasco, PITTSBURGH CHAPTER; Vir- 
ginia DeLuca, and Phyllis Neff, of BELLES LETTRES CHAP- 
TER, Elkhart, Indiana; Virginia Henry and Thelma Smith, 
of the SYRACUSE (New York) CHAPTER; Josephine West- 
CAPITAL CHAPTER, Washington, D. C.; Irene Owens, 
WORCESTER (Massachusetts) CHAPTER; and, our North- 
western Vice President, Margaret Hesemann. We wonder 
how Margaret is going to manage a June wedding and the 
National Convention in Seattle, in July? 

Prominent in the home-town columns: the weddings of 
NSAers Helen D. Schulz, LAKE SHORE CHAPTER, Chicago, 
Ill., who married her boss, Mr. Robin Douglas, Advertising 
Manager of General American Transportation Corporation, 
on November 29; Georgia Whistler, KIKTHAWENUND 
CHAPTER, Anderson, Indiana, to Phillip McDonel, Decem- 
ber 13; Muriel Keussow, SYRACUSE CHAPTER, to Charles 
Peck, December 26’ (complete with Cuban honeymoon) ; 
Anita Rich, CAPITAL CHAPTER, to Lloyd Ormand, Decem- 
ber 20, and Ann Stahl, same Chapter, same date, to Lindsey 
Beachcamp; Kathleen Devlin, TRENTON CHAPTER, to Wil- 
liam Mathews, November 16; Margaret Myers, QUEEN 
BEACH CHAPTER, to Hugh W. Ericson, January 17, also, 
Merlene Burgess (same Chapter) to Mr. Deloach, early in 
January; Edmee Oehme, HOUSTON CHAPTER, to Morris 
Lancaster, November 26; and, Rebekah James, JACKSON- 
VILLE CHAPTER, to Tennyson Wright, December 27. 

Future secretaries . . . a new daughter named Julie for 
Mr. and Mrs. Kenneth (Helen) Hoke, HAWKEYE CHAP- 
TER. Patricia (Bobbie) Barbara, arrived at one minute to 
12:00 New Year's Eve, to bring joy to Mr. and Mrs. John 
(Winifred) Woodhull, PRESIDENTIAL CHAPTER, “It’s a 
boy” for Mary Lou (Mrs. Frank) Cannon, of the CHAT- 
TANOOGA CHAPTER, and for Eleanor and Mr. Becker, 
HARTFORD CHAPTER. William Roy, has arrived at the 
home of Doris and Mr. Towns, of HOUSTON CHAPTER. 
Mrs. Marion Cornell, of the SAGINAW CHAPTER, has taken 
on a new roll as “mother,” but is also conducting her busi- 
ness from a new office set up in her home. Just like a sec- 
retary! 

Cruising with NSA members, we find Meta Engel, SAc- 
INAW CHAPTER on a recent two week tour in the Carib- 
bean, on the good ship Nieuw Amsterdam. Magdalen Gei- 
sel, PRESIDENTIAL CHAPTER, spent the Christmas holidays 
in Puerto Rico. Mary Margetts, LANSING TUEBOR CHAP- 
TER has returned from a winter vacation in St. Thomas, 
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Ontario, Canada, where she reports there were six inches of 
snow. Rita A. Malloy, CAPITAL CHAPTER, is now in Lon- 
don, England. 

Orchids to those NSA members recently hospitalized. 
Augusta Clawson, WICHITA CHAPTER, fell on the ice and 
recuperated at St. Francis Hospital. Fran Wheeler, SyRA- 
CUSE CHAPTER, has returned home following a stay in the 
Syracuse General Hospital; and Mrs. Margaret Stephen, 
HARTFORD CHAPTER, recently underwent surgery. Marie 
Marcellus, LANSING TUEBOR CHAPTER spent Christmas 
Eve and part of Christmas Day in the hospital as a result 
of asphyxiation—all caused from broiling herself a steak. 
Lucky for Marie that her downstairs neighbors were home 
and smelled smoke which had completely filled her apart- 
ment. 
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Springtime in sini Hometown 


(continued from 
page 17) 





View of the Capitol dome 
looking toward the Mall 
and the Washington 
Monument (left) and up 
historic Pennsylvania 
Avenue (right). 


Those world-renowned symbols of 
everything that is America—the Capitol, 
the Lincoln and Jefferson Memorials, the 
White House—these and many others 
are the property of the citizen-taxpayers 
and they are at liberty to inspect their 
property at any time, even on weekends 
and on most holidays. Out of respect for 
the privacy of the President and his 
family, the White House does restrict 
its visiting hours to two hours a day, 
from 10 am. to 12 noon, Tuesdays 
through Saturdays. 

Anyone planning a springtime trip to 
Washington will find a variety of serv- 
ices at her disposal to help her make the 
most of her time. Information on sight- 
seeing and hotel accommodations is 
available from the Greater National 
Capital Committee, 204 Star Building, 
Washington 4, D. C. This organization 
can answer almost any question the 
prospective visitor may have, including 
queries about Washington's hotels, their 
locations and their rates. In fact, if you 
tell them the sort of accommodations 
you'd like to have, they will make hotel 
reservations for you. 


Most of Washington's first-class hotels 
are convenient to the places the visitor 
is most likely to want to see. Rates for 
a single room with bath range from $3 
per day on up to $17. The average is 
about $5. Doubling up always saves 
money, and Washington is no exception. 
Excellent rooms for two can be had for 
as little as $5 a day. 
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Cosmopolitan city that it is, the Na- 
tion’s Capitol is justly proud of its hun- 
dreds of fine restaurants. There is at 
least one restaurant catering to almost 
every culinary preference in the world, 
and the thousands of visitors from far 
and exotic lands who come to Washing- 
ton on missions of state find even the 
most exotic dishes of their homelands. 


Career girls will find their mecca in 
Washington's shopping district, for the 
City’s stores and specialty shops long 
ago learned to cater to the very special 
needs of the woman who works, the 
girl who must look her very best all day 
and every day. Government employees 
—and there are thousands and thousands 
of them—share with their feminine col- 
leagues elsewhere the problem of dress- 
ing well on moderate budgets. 


Transportation to Washington is sim- 
plicity itself. Every day, nearly 300 pas- 
senger trains arrive and depart from the 
Federal city, as well as hundreds of air- 
liners and busses. During the Cherry 
Blossom Festival, especially, all roads 
lead to Washington, and the transporta- 
tion industry gears itself to the needs of 
the traveling public. 


Whatever she seeks, the busy young 
woman will find it in Washington, D. C. 
Whether for a day, a weekend, or even 
the precious two-weeks-with-pay, there 
is always something to see and do. And 
there is no better time than Cherry Blos- 
som time to discover America in Ameri- 
ca’s Hometown. 





Take a Letter, Please 


(continued from page 25) 


recently sent out a series of letters writ- 
ten with a Kelly green ribbon beneath 
a periwinkle blue letterhead. The result 
was unfortunate—almost everyone who 
received the letters remembered them 
because of their fantastic color combina- 
tion; scarcely any remembered what they 
said. They might as well have never 
been written. 


The most dignified letterhead is print- 
ed in one color only. Those bizarre- 
looking ones you've seen printed in a 
variety of colors may attract attention 
the first time, but they don’t endure. 


Now the quality of your stock (the 
paper, itself) need not be the finest ob- 
tainable, which is 100% rag content. 
Using the most expensive stationery for 
ordinary correspondence may appear to 
your reader to be a wasteful expense. 
You certainly wouldn’t wear silver eve- 
ning slippers to the office. But you 
wouldn’t put on those comfortable old 
loafers you wear for gardening or put- 
tering outdoors. Probably you'd choose 
a simple opera pump or tailored shoe. 
And you can apply that happy-medium 
principle when ordering most of your 
office stationery: paper with a 50% or 
even 25% rag content is suitable. 


The last feature of your letterhead to 
be considered is the method of printing. 
The oldest method, seldom used now, is 
known as lithography. It produces the 
effect of shaded letters, but because this 
process is outdated and expensive, it has 
been replaced by the letterpress process, 
which can be used if your letterhead is 
composed entirely of line illustrations 
and copy, and the offset process, which 
imitates lithography but lacks the crisp- 
ness of letterpress printing. Most expen- 
sive, as well as most effective, is steel or 
copper-plate engraving. Executives in 
every type of business as well as finan- 
ciers and professional people can ap- 
propriately use engraved stationery. As 
Maisie, the Brooklyn dynamo, would 
say: “It’s got real class.” 


Remember that no matter how your 
letterhead is printed, what kind of stock 
you use, its size or color, your complete 
line of stationery should be well-matched 
in key design. Your salesman has per- 
sonality. Make sure your letterhead does, 
too. 


Next month we'll discuss “Methods of 
Inscribing Letters.” 
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the Remington 
Electri-conomy typewriter 


Yes, it’s the really smart secretary who prefers the 
Remington Electri-conomy. Its electric ease of operation 
helps produce more letters in much less time... 

distinctive type styles make each letter smarter looking... 
exquisite uniformity of type impression is so pleasing to the 


“boss”. Send for free brochure “Beauty and the Best” 


Remington. Phan (RE 8321) Room 2668, 315 Fourth Avenue, New York 10. 
nw € 
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with inks that no others duplicate. 
When you are offered something “just as good as a 
- Panama-Beaver product” you are listening to some one 
who tries to talk quality into what he is selling. you such perfect looking cor 
Your Panama-Beaver Man sells the best quality, dollar a ee naerapam 
for dollar that your money can buy. He won't try to sell 5 =a Be * - 
you something “just as good” as you are using, he will o INCE | s pales ee 
offer to you better quality at the same price or less. Some- aj RE Se, et = ssl sit? ov et 
times he will recommend paying more...you will always 4 price. If vs weet tha baned 
get more dollar for dollar by following his suggestions. ~ 4 leoking correspondence you 
Better work, more work, less turnover of supplies are the iy have ever seen, then start using 
results of using Panama-Beaver products that have quality “ Beanies the RHINO ribbon immediately. 
built in, not talked in. a 
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INKED RIBBONS + CARBON PAPERS + UNIMASTERS + DUPLICATING SUPPLIES 
— sinee 1896 the line that ean’t be matched 
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